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Secretary to Helena Rubinstein.................ccccccscescssseeereneeees 
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the Remington 
Electric typewriter 


Yes, it’s the really smart secretary who prefers the 
Remington Electric. Its electric ease of operation helps 
produce more letters in much /ess time... distinctive 

type styles make each letter smarter looking... exquisite 
uniformity of type impression is so pleasing to the “boss” 
Send for free brochure “How To Be A Super-Secretary” 
(R7936) Room 1382, 315 Fourth Avenue, New York 10. 





the first name in typewriters 
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. N ouR CoveR—A coat whose graceful 
) lines and dashing sweep make it an 
ideal investment for the girl who wants a 
go-with-everysthing coat. Designed by 
Manchester Modes, the coat boasts such 
special style details as voke stitching that 
travels down the front and curves clev- 
erly at the half-circle pockets. Deep 
armholes and a gentle flare make it easy 
to slip over your suits, while its light- 
weight Milium lining gives vou warmth 
without bulk. Milium, as you know, is the 
metal-insulated lining that reflects body 
heat back to you, keeping you warm and 
toasty inside. Made of sturdy Forst-Kurl 
in a flecked pattern, the coat comes in 
sott shades—mauve, taupe, gray, beige, 
medium blue, and a lovely muted red. 
Sizes 10 to 18. Under $60 at Lansburgh’s, 
Washington; Sibley, Lindsay & Curr Co. 
Rochester, New York; Charles A. Stevens, 
Chicago; and The Emporium, St. Paul. 


A Beauty of a-Job 


PROBABLY AMONG THE bottles and 
cosmetics atop your dressing table there's 
at least one (and undoubtedly more ) that 
bears a Helena Rubinstein label. Have 
you ever thought what it would be like to 
be her secretary? It probably never en- 
tered your mind; but she does have a sec- 
retary—a very attractive and efficient one. 
Her name is Ruth Hopkins Weil, and her 
job is as interesting as her glamorous 
surroundings. We were particularly de- 
lighted to be able to visit Madame’s 
fabulous apartment when we were taking 
photographs. The living room, which 
contained some of Madame’s most pre- 
cious art treasures, had a color scheme 
that only a color expert could turn out so 
beautifully. Ranging from royal purple 
to lavender, with soft pinks, fuchsia, and 
deep reds, the colors of the room were 
blended as skillfully and harmoniously as 
Rubinstein cosmetics. 


Going Somewhere? 


Tus MoNTH'’s “Secretaries Handbook” 
(page 17) is entitled “When the Boss 
Takes a Trip.” It’s an excellent article. 
Whether you're planning a trip for your 
boss, yourself, or Aunt Minnie, there's 
information here youll need to know. 
Special attention is given to preparing the 
itinerary, making travel and hotel reser- 
vations, and getting the boss on his way. 
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Award Winner 


CERTIFIED PROFESSIONAL SECRETARIES 
will be especially interested in hearing 
this good news. Dr. Estelle Popham, who 
is Dean of the Institute for Certifying 
Secretaries as well as being a commercial 
teacher at Hunter College in New York, 
has been presented with an award by the 
CBS radio program, “Wendy Warren and 
the News,” in conjunction with the maga- 
zine Today's Woman. This award is given 
io women “who have added stature to 
woman’s place in the world, achieved 
marked success in business, industry, sci- 
or the arts, or who have contributed 
to community welfare through their ac- 
tivities and accomplishments.” 

Dr. Popham, a native of Chillicothe, 
Missouri, has received the award for her 
work on the Certified Professional Secre- 
tary project, of which she is a pioneer. 
Secretaries and businessmen have hailed 
this project as “one of the most outstand- 
ing contributions to the secretarial field 
and to the business world in general.” 
Topay’s Secretary applauds the selec- 
tion of Dr. Popham for such an award 
and sends congratulations on this happy 
occasion. We, too, appreciate and admire 
all she has done to professionalize secre- 
tarial work. 


ence, 


llelp, Police! 


Ir YOU ARE A GOOD TYPIST, you have 
one of the requirements that will help 
make you a policeman—or 
policewoman. An item in a recent issue 
of the New York Herald Tribune states 
that, “All new policemen in Alton, Illinois, 
will be required to learn how to operate 
a typewriter as well as a revolver.” It 
seems that it has come to the attention of 
Alton’s police chief, John Haefner, that 
the ability to type is useful in making out 
reports. He has therefore announced that 
all new members of the force will be re- 
quired to take the free typing courses 
offered by the Board of Education and 
the Shurtleff College of that town. 

We can't help visualizing a group of 
rookies beginning a typing speed test 
with instructions to, “Get on your mark, 
get set, shoot!” But, on the serious side, 
we are in full agreement with Police 
Chief Haefner and are happy to find still 
another instance where personal-use typ- 
ing proves its advantages. 


successful 





TYPEWRITER DRAWING 
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--Florence Buehler 
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BUCKEYE RIBBONS & CARBONS 2 


Cause they both can take a good 
kicking around and stay in the game / 


Buckeye Carbons, for example, 
always print clean- even if they 
ave on the bottom of the pile. Awd--- 
Buckeye Ribbons keep right on 
rolling and writing time after time. 
BUY THE BEST - BUY BUCKEYE 

youls GET Your moweYs worTH -PLUS 


BUCKEYE RIBBONS and CARBONS 
7213 St. Clair Ave., Cleveland 3, Ohio 

















It’s easy to correct fluid duplicator masters 
with DENNISON PRES-a-ply CORRECTION TAPE 









Cleaner, neater, faster — no carbon-stained fingers _ 
¢ No scraping, erasing, smearing « Lies flat — no waste sence 
* Self-adhesive — requires no moistening 


* Comes in convenient strips — no dispenser needed 
« Master does not have to be removed or realigned 














Measure length needed by plac- 


I Press tape on back of master over In single 
ing sheet against correction in art to be corrected and retype. d double 
typewriter. Cut strip and peel se of small piece of new carbon an ou 


from backing. is optional. space widths. 


Ask your stationer for Dennison PRES-a-ply Correction Tape 





. 
Dennison Framingham, Mass 
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A much-needed piece of corre- 
spondence, a valuable plan, blue- 
print or estimate. Probably not 
lost—just misplaced. 


Old fashioned filling systems are 
inadequate in the modern, com- 
plex office or factory. But with 
EZYINDEX Tabs, letters, reports, 
and plans can be 





quickly, easily. Do away with the 
irritations and time lost in hunting 
for office or factory written 


material. 





With EZYINDEX Tabs you can 
make your own index system for 


binders, books, filing cabinets, 
blueprint drawers. Color coded 
EZYINDEX Tabs are made of 
heavy, non-flammable acetate; 
title areas can be used over and 
over again. 


Sold by stationers all over the 
country. Ask for EZYINDEX 
Tabs, the only tab with the money 


back guarantee of perfect quality... 
or write for a sample EZYINDEX 
Tab and the name of your local 
EZYINDEX dealer. 
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MADELINE 8S. STRONY @® R. ROBERT ROSENBERG @ E. LILLIAN HUTCHINSON 


ESSIE: Hi, all! How are you this 
i y= November day? Sunny and I are 

feeling well; but, to tell you the 
truth, we both have a very bad case of 
homesickness. It all started on our lunch 
a big truckload of gobbling 
turkeys passed by. Sunny started remi- 
niscing about how her folks at home 
spend Thanksgiving and what a wonder- 
ful cook her Mom is, when suddenly we 
were both looking at each other with 
watery eyes and fervently wishing we 
were home with our Moms right at that 
moment! Don't feel sorry for us, though. 
Come Thanksgiving, we're both going 
home to the folks for a short vacation. 
But for now, we'd better stop thinking of 
drumsticks and cranberry and focus our 
attention on this tall pile of questions 
before us. 


hour WwW hen 


THE FIRST QUESTION is from_a secretary 
in New Jersey and is directed to Dr. 
Lloyd. She would like to know how many 
makes of electric typewriters are presently 
being sold. 

Lioyp: At present, Tessie, there are 
four electrics on the market: IBM, Rem- 
ington, Royal, and Underwood. The other 
two big manufacturers, Smith-Corona and 
R. C,. Allen, are hinting that they have 
electrics under way, too. 


Tessie: Here’s another one for you, Dr. 
Lloyd. It’s a rather funny question, and 
it’s from a male typist in New York. He 
says, “I'm training for a typing contest. 
Is there anything I can do to ‘soup up’ 
my typewriter?” 

Lioyp: Funny sound to 
you, Tessie, there are a few things that 
can be done to “soup up” a typewriter. 
You can get a cork-covered platen, from 
which the type bars will bounce faster. 
You can have a repairman file the back 


as this may 





ends of the type bars (he gets off all the 
nicks and burrs resulting from type-bar 
collisions ); then your machine will be less 
likely to jam. You can have a repairman 
increase the tension on the cord that pulls 
the carriage, to make the carriage move 
faster. 


Tesste: Mr. Zoubek, here is a question 
for you. A secretary in Colorado writes 
as follows: “My employer is a fresh-air 
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fiend. Every time I go in to take dicta- 
tion during cold weather I freeze to 
death. Could you please tell me if it is 


permissible to ask him to close the win- 
dows while dictating and, if so, what is a 
tactful way to go about it?” 

ZouBeEK: Most businessmen are consid- 
They are as Con- 
cerned about the comfort of the members 
of their staff as they are about their own 
—perhaps Most 
realize that an employee who is physically 
comfortable is a more efficient worker. 

The businessmen we know often ask 
their secretaries such questions as, “Is that 
chair comfortable,” “Is this enough light 
for you,” “Is the air from this window too 
much for you,” etc. Therefore, when 
working conditions are not just right, no 
businessman will object to having an em- 
ployee politely 

Perhaps 


erate people, Tessie. 


more so. businessmen 


“speak up. 
a tactful way to let an em- 
ployer know that the office is too cold is 





to say, “It is a little chilly in here. May 
I get my jacket?” That will usually result 
in the closing of a window or two. 

Tessie: Here is a question for Miss 
Hutchinson from a student in Canada. 
She would like to know if the word “en- 
thuse” can be used as a verb and a noun 
both or just as a noun. 

HUTCHINSON: Enthuse, Tessie, is never 
used as a noun; and, as a verb, it is con- 
sidered colloquial. The approved substi- 
tution would be, “to be enthusiastic 
about.” 


Tessie: Mrs. Strony, here is a question 
from a secretary in Missouri. She says 
that she is interested in taking a .corre- 
spondence course that would train her to 
be a legal secretary. Her girl friend, she 
adds, is interested in the same type of 
course but one that is for medical secre- 
taries. She wonders if you might be able 
to suggest something to them along this 
line. 

Srrony: Well, Tessie, I don’t know of 
any school giving a correspondence course 
for training either legal or medical secre- 
taries, but I do think that the following 
books might be of help to these young 
ladies. 

For the legal secretary, I would sug- 
gest The Law Stenographer, by Baten, 
Weaver, and Kelley; The Legal Secretary, 
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by Connelly and Maroney; and Units 6 
of Gregg Shorthand Reporting 
Course, by Swem and Gregg. 

For the medical secretary I would sug- 
gest Dictation for the Medical Secretary, 
by Berger and Byers; Most-Used Medical 
Terms, by LaViola; Gregg Medical Short- 
hand Manual, by Smither; The Medical 


and 7 


Stenographer, by Smither; Office Manual 
for the Medical Secretary, by Markwick, 
Erickson, and Freeman; Roberts’ Medical 
Handbook, by Roberts; and The Hand- 
book for the Medical Secretary, by Bre- 
dow. 

All these books are published by 
Gregg, but I am sure that these young 
ladies will be able to locate them in their 
local library. 


Tessie: Here’s another question for Dr. 
Lloyd. A stenographer in Maryland writes 
that she is having trouble with her space 
bar. She always strikes it between words, 
but sometimes no space appears and the 
words all run together. 
for her? 


Have you a sug- 
fesaon 

Luoyp: Chances are this young lady’s 
machine needs adjusting—her space bar 
has too much resistance for her and her 
touch. On the other hand, it could be 
that she has just never learned to hit the 
space bar hard may have 
learned on a typewriter with a “sensitive” 
space bar. If this is the case, she should 
try writing a series of words, each of 
which starts with the letter with 
Which the preceding word ends—like this: 
“this same each hold drew will like.” After 
she has made up a list of 50 or 60 words 
like that (all the same length), she should 
pracdce the words in paragraph form for 
live minuies a day tor a week; and then 
just watch the results. 


enough: she 


Same 


Tessie: Dr. Rosenberg, here is a ques- 
tion for A secretary in New York 
writes: “A large plot of land adjacent to 
my employer's plant was purchased by 
him some time ago with a view to pro- 
viding for ultimate expansion, Recently, 
he was notified that this land was needed 
by the city for a public park and play- 
ground. Does the city have the right to 
take this land if my employer refuses to 
sell?” 

RosENBERG: Yes, Tessie. Property may 
be taken by the city, if it is needed for 


you. 





Free! 


new 
LETTER 
PLACEMENT 
GUIDE 


for secretaries, students 


Slips into your typewriter 
under letterheads... helps 
you set correct margins and 
center letters perfectly. 

Cuts down retyping... saves 
time and paper. Write for 
your copy today—use coupon 
below. Teachers: Guides 
for class use... write on 

your school letterhead. 





EAGLE-A's 


Hinge-Top Box 


lets you slide out 
the sheets you need! 































Exclusive feature . . . with 
these fine boxed papers: 

\ \ EAGLE-A COUPON: 
% BOND (100% Rag Extra No. One) 


EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rog 


EAGLE-A CONTRACT: 
BOND (75% Rog) 


EAGLE-A ACCEPTANCE: 
BOND (50% Rag! 


EAGLE-A TROJAN: 
BOND, ONION SKIN 
MANUSCRIPT COVER (25%. Rog) 


EAGLE-A QUALITY: 
BOND, ONION SKIN, 
MANIFOLD (No. One Sulphite) 


€AGLE-A TYPE-ERASE: 
(Rag Content) 








MAIL THIS COUPON TODAY 
American Writing Paper Corporation 
Holyoke, Mass., Dept. TS-5 


Send your FREE Letter Placement Guide: 


EAGLE-A (@9| BOXED 
TYPEWRITER PAPERS 


TRE REOE OOOO COO C eC ee ee eee eee eee 
TREE PREECE eee eee eee eee eee 


eeeeeeee eee eee eenee “ever 


STUDENTS: fill in home oddress. 
TEACHERS: write on your schoo! letterheod. 
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COPY- 
HOLDER 


' @ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 
The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 94” high, 
6" base. So low in cost .. . you can afford 
one for every typist. 


ORDER NOW by moil if not available 
from your stationer. 


BANKERS BOX COMPANY 


Mokers of tiberty Record Storage Products 


720 S. Dearborn Street Chicago 5, Illinois 











it’s getting around... 


Shorthand teachers are discovering 
the advantages of using the 

6 gregg advanced dictation 
records tor developing 
office skill. 

Designed for use following theory 
training, they are graded in 
difficulty and dictated in real 

office style, with additions and 
deletions. Excellent for in-service 

as well as regular, advanced training. 
12-inch. 78 rpm. 


Write your nearest Gregg office 
qgreqgg PUBLISHING DIVISION 
McGraw-Hill Book Co., Inc. 


New York 36, 330 W. 42nd St. 
Chicago 6, 111 N. Canal St. 
San Francisco 4, 68 Post St. 

Dallas 2, 501 Elm St. 





public purposes, by paying the owner a 
fair price for it. If the owner refuses to 
sell, the city may obtain the land under 
due process of law by exercising its “right 
of eminent domain.” 


Tessie: Here is another question for 
Mr. Zoubek. A secretary in Kansas writes 
that, because of an illness in her family, 
she is going to have to take a leave of 
absence from her job and stay at home for 





two or three months. She wants to know 
if you can give her any suggestions tor 
practice, so that she won't lose all her 
shorthand speed during that time. 

ZovuBEk: Well, Tessie, I can explain to 
her the plan suggested in the Expert 
Shorthand Speed Course. This plan is an 
effective way for a writer to maintain—or 
even increase—his writing speed through 
self-dictation. It goes as tollows 

1. Select some magazine or other read- 
ing matter that is printed in a fairly large 
type with plenty of space between the. 
lines. (Full-page advertisements in many 
of the leading magazines make ideal prac- 
tice material for self-dictation.) Make 
sure also that you select material with a 
wide variety of subject matter so that you 
will have the best possible opportunity to 
enlarge your writing vocabulary. 

2. Read the material aloud at the fast- 
est rate at which you can write fairly 
good notes. 

3. Take this “dictation,” writing (with 
your fountain pen) slightly below the 
printed line from which you are “dictat- 
ing.” The exact point at which you place 
each outline is not important. At first, 
you may find it strange to read from the 
type and write shorthand at the same 
time; but, with a little practice, you will 
soon reach the point where you will be 
able to co-ordinate the two processes with- 
out any difficulty. 

4. The exact number of minutes in 
each dictation is unimportant. The length 
of the dictation will depend, of course, on 
the amount of material in the piece you 
have selected for practice. 

5. When you come to a word for which 
you do not know the correct outline, do 
not stop—write it (or a part of it) alpha- 
betically, if you can, but keep right on 
writing just as you would if you were 
taking dictation from a dictator. 

6. After having looked up and _ prac- 
ticed the outlines that caused you trouble, 
redictate the material to yourself more 
rapidly, writing over the outlines you 
originally wrote. Do not, however, dic- 
tate so fast that your notes are completely 
shattered. 

7. Occasionally, dictate very slowly, 
striving for perfection of outlines rather 
than for the development of shorthand 
speed. 


Tessie: Miss Hutchinson, here is a 
question for you. A reader in Iowa writes, 
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“I would like to hear your English expert 
comment on the proper spacing after sen- 
tences that end with quotation marks, 
I am never sure whether to count two 
spaces from the period or from the clos- 
ing quotation mark.” 

Hurcuinson: The fact that a sentence 
ends with a quotation mark has no bear- 
ing on the amount of space that should 
follow. You see, Tessie, the rule is that 
two gpaces should always follow the 
punctuation that closes a sentence. There- 
fore, you would begin counting your two 
spaces after the closing quotation mark. 

. 

Tessie: Mrs. Strony, here is a question 
addressed to you. A teacher in Nebraska 
writes that she has received letters from 
you enclosed in envelopes that seem 
to have your Company’s return address 
printed upside down on them. At least, 
it gives that impression, for the flap is at 
the bottom of the envelope. She is won- 
dering what the reason for this is. 

Strony: Well, Tessie, when the flap is 
at the bottom of our envelopes, it means 
that we can run the envelope through the 
postage meter and complete two opera- 
tions in one—stamping and sealing at the 
same time. If the flap were at the top, 
the envelopes would have to be run 
through a second time. Since we handle 
approximately 12,000 outgoing letters a 
day, you can see how much time is saved 
by the single operation. 


Tessie: Here’s a question for Dr. 
Rosenberg. It comes from a reader in 
Florida who wants to know the correct 
way to write out a check for less than one 
dollar. 

RosENBerRG: Well, Tessie, let’s take an 
example. Suppose you wanted to write a 
check for 90 cents. Make out the check 
the way you usually do, until you come 
to the blank where you are supposed to 





write in the amount in figures. Cross out 
the dollar sign and, in this blank space, 
write “90 cents.” When you come to the 
space where you are supposed to fill in 
the amount of the check, write “Only 
ninety cents,” and cross out the printed 
word “Dollars.” This method is accepted 
by most banks as the approved way of 
writing such a check. Also, when the bank 
receives this check, they usually circle 
the amount as an additional precaution. 


Tessie: It has been awfully nice chat- 
ting with you friends. And if you have 
learned only one new thing from our 
column this month, we feel that it has 
been entirely worth while. By the way, 
if you're around this section next month 
about the same time, you will find us all 
ready to begin our December meeting. 
Why not plan to join us? Until then, 
though, meeting adjourned! 
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Ruth’s day often begins at Madame’s palatial apartment—sometimes to catch up on mail, sometimes to catalog new art treasures. 
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to 
SECRETARY TO 
i r , 
elena Rubinstein 

TS LATE IN THE AFTERNOON, and youre just attacking a pile of letters that 
eo will go all over the world. Suddenly, the woman you work for bursts into the 
the office and triumphantly presents you with a jar of unidentified cream. “I just mixed 
= this at the laboratory,” she informs you in her clipped European accent. “Try it on 
~ your face, and we'll see how it benefits your skin.” 
ted You, in this case, are Ruth Hopkins Weil, secretary to the almost-legendary Hel- 
¢ BY ena Rubinstein. And, what with cosmetics, art collections, charities, and the tremen- 
= dous assortment of interests your boss has all ten fingers in, you never know what's 
. ROLLIE coming next. 
a ABRAHAMS Since Madame Rubinstein is married to Prince Gourielli (head of his own men’s 
pcs toiletries business ), Ruth’s boss is literallya Princess. One might expect the secretary 
our of a cosmetics princess to be fluffy and lavishly made-up. On the contrary, Ruth pre- 
has sents a down-to-earth, though handsome, appearance. She has an easy smile, a re- 
for laxed manner, a discerning interest in goings-on, and a vivid sense of humor. Yet, 
; all with all her easy-going geniality, you can’t miss feeling that Ruth is a whirlwind in 
nt action. This impression proves right. 
wh, 


“You don't twiddle your thumbs here,” says Ruth. The cosmetics business is com- 
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of correspondence dealing with instructions for its introduction. 


plex to begin with, she explains. There’s scientific 
research, the preparation and distribution of new prod- 
ucts, the advertising and publicity to explain the cos- 
metics and skin treatments. There’s the introduction 
of new products to salesmen and cosmeticians, there's 
pricing and packaging; and, of course, constant lab- 
oratory testing to keep up standards. Put this on an 
international basis—for Helena Rubinstein cosmetics 
are sold in more than eighty countries the world over— 
and top it off with Madame Rubinstein’s energetic 
practice of working directly with every phase of her 
business. 

Madame is enthusiastic, dynamic, and _ perfection- 
minded. Ruth works closely with her on a multitude 
of personal as well as business projects. Obviously, 
Ruth must be (and is) trigger-fast, precision-accurate, 
and as versatile as a magician. 

Ruth arrives at the Rubinstein building on Manhat- 
tan’s chic Fifth Avenue at nine o'clock, after a brief 
bus trip from her East Side apartment. Her desk and 
file cabinet are about the only 20th century pieces in 
the office she shares with Madame Rubinstein. There 
are large and ancient carved oak cabinets from Italy, 
several precious original paintings, an assortment of 
valuable art objects, and Madame’s “desk’—a very 
large, very old European table with an intricately 
carved base. Lighting the room is an elaborate chande- 
lier of rare, Venetian glass. There is no perfume fra- 
grance afloat. As Ruth explains, “Here we are business 
women, not glamour girls.” 

When Madame Rubinstein is in this country (about 
six months every year), Ruth is fantastically busy, try- 
ing to do a year’s work before her boss is off again to 
tend to business in South America or Australia or the 
Far East or Europe. During the at-home months, Ruth 
often arrives in the office to find Madame already 
immersed in work. Soon phone calls, appointments: 


Next spring when you begin to hear about Noa Noa, Helena Rubin- 
stein’s new perfume fragrance,’Ruth will already have spent many 
busy hours checking details for Madame and will have typed reams 





Christmas for Ruth starts almost as soon as Santa 
arrives back at the North Pole. Already Madame is 
checking over this year’s display of Christmas items 
and making suggestions for next year’s gift sets. 


committee meetings fill their office with people and 
problems; and even before correspondence is taken 
up, it’s 5:30. Then the phones stop ringing and Mad- 
ame Rubinstein has time to work with Ruth. 

One of Madame’s efficiency measures for “getting 
things done” is to work in her 26-room Park Avenue 
apartment. Ruth arrives just past sunrise with her pen, 
steno pad, and an armful of correspondence that Mad- 
ame hasn't yet seen. For about two hours, Madame 
whips through dictation—briefly or voluminously out- 
lining ideas that Ruth will put into letter form. 

Returning to the office, Ruth types her transcrip- 
tions. She takes special pains with letters going to 
foreign countries, where the English is more studied 
and formal than ours; in these, she must make sure 
that each thought is understood. To have the first draft 
okayed by her perfectionist boss, she says, is worth 
the extra time in composing it. 

All manner of correspondence goes through Ruth’s 
hands. Requests from museums for the loan of paint- 
ings; letters from physicians discussing skin treatments; 
notes from women all over the world asking advice, 
not only on beauty, but about personal problems; re- 
quests for charity; and, of course, reports from all the 
Rubinstein branches, and purely personal correspond- 
ence. Ruth opens all but foreign -mail. 

Noticing that a great many people wrote to ask 
Madame for clothing, Ruth started an annual spring- 
cleaning campaign. Everyone on the New York staff 
brings in old clothes, and Ruth distributes them among 
the letter writers. She wishes they'd use full names in- 
stead of first initials. “Many’s the man I’ve sent a dress 
and high-heeled shoes!” 

A beauty-shop operator from South Africa wrote 
that she was coming to New York. Would Madame 
Rubinstein meet her and teach her the latest treat- 
ments? Madame had to leave for Europe before the 
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Seated amidst pieces of priceless art, in a corner overlooking the terrace of 
Madame’s penthouse apartment, Ruth and her famous boss often spend several 


Madame Rubinstein is a great advocate 
of exercise, particularly walking. She 
practices what she preaches by always 
walking the fifteen or so blocks from 
her apartment to the office. “The trou- 


hours catching up on correspondence before going to the office. “It’s about the ble is,” exclaims Ruth, “I have a hard 


only time we can work together without ten people interrupting,” Ruth adds. 


arrival date; but she had Ruth arrange for the visitor 
to see the famous Rubinstein apartment, go through 
the laboratories, and learn the latest skin treatments. 

“Then there’s the Open Door policy,” Ruth.counts 
duties off on her fingers. That’s almost a full-time job 
in itself, for Madame Rubinstein will see almost any- 
body who wants to see her—staff members, friends, 
strangers who are eager to meet the celebrated lady, 
women with skin problems, and hordes of art dealers. 
Ruth schedules appointments in order of importance, 
tries to see people herself and relate their messages in 
condensed form to Madame, and generally keeps 
things moving smoothly. 

Last winter, one art dealer insisted on personally 
showing Madame a wide Persian bracelet of silver in- 
laid with gold and semiprecious stones. After learning 
the history of the bracelet, Madame bought it. “Do you 
like this?” she asked Ruth. And Ruth, who had been 
toying with the idea of buying it herself in case Mad- 
ame didn’t, nodded emphatically. “I will give it to you 
for Christmas,” said Madame, in her precise tones. 

One Saturday, Ruth and Madame were in the third- 
floor art galleries of the Gourielli-Rubinstein apart- 
ment. They were cataloguing some of the thousand- 
odd paintings exhibited there. Madame held out a 
lovely oil and remarked offhandedly, “Doesn't this 
go well with your slip covers?” 

“Matter of fact, it does,” Ruth answered. 

“Take it,” said Madame. 

“We're great gift exchangers,” Ruth says. “Mine are 
naturally on a less elaborate scale, but they’re sincere. 
| think Madame liked best a pair of bedroom slippers 
I gave her once—silver mules—to go with the exotic 
hostess clothes she wears.” 

Ruth often finds herself in written consultation with 
the world’s most famous couturiers, since Madame 
orders her clothes from Christian Dior and Balenciaga. 
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time keeping up with her!” 


She buys her fabulous furs from one of New York’s 
leading furriers, Maximilian. 

One day Ruth was in his establishment to pick up an 
ermine jacket that Madame was having adjusted. She 
saw there a blonde beaver coat that she immediately 
fell in love with. But the price the proprietor quoted, 
as Ruth put it, “made my hair stand on end!” 

Back at the office, Ruth happened to mention the 
coat to Madame, who said promptly: “You must ac- 
company me the next time I go there.” 

Within a week Madame and Ruth were at the fur- 
riers. “The child likes the blonde beaver,” Madame 
told him. Then she and he retired into secret consulta- 
tion in a corner of the salon. Result—the coat was 
quickly reduced to a price Ruth could afford. 

“But,” Ruth clarifies, “my job is neither all gifts, let- 
ters, or appointment making.” Ruth follows up on 
business discussed at staff meetings, keeps in touch 
with the Rubinstein salons in Boston, Chicago, and 
Washington, D. C. She and Madame discuss personnel 
problems (which Ruth often helps her solve ), the lend- 
ing of paintings, the s. !ecting of new lipstick and nail- 
lacquer shades. Ruth efficiently carries out Madame’s 
instructions on a million details. 

Often Madame arrives at the office with a sheaf of 
papers she has gone through the night before. These 
she hands to Ruth with instructions jotted on each. 

They'll be walking to the office from an at-home 
session, and Madame will carry on a running conver- 
sation, interspersed with: “Remember to postpone my 
two o'clock appointment,” “Tell Advertising to run the 
eye make-up ad earlier,” and “Tell the packaging de- 
partment that the bath-powder set doesn’t need rib- 
bons.” Everything is done promptly. 

A fascinating assortment of odd jobs fills out Ruth’s 
working days, and occasionally evenings and Satur- 


days. For instance, she orders (Continued on page 46) 
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How to handle the 


problem dictator 


BY MARIE M. STEWART 


boss 


SESQUIPEDALIAN? 


OW MANY TIMES are you “stumped” because 
H your boss dictates words you never have heard 
before? Frustrating experience, isn't it? 

During World War II, there was a yeoman whose 
commanding officer was allergic to one-syllable words. 
The yeoman’s own vocabulary was above the average, 
but the C. O, still gave him a hard time during dicta- 
tion. You can well imagine the kind of word knowledge 
needed to take and transcribe this sentence in a fit- 
ness report, “The man is a cunctator.*” By the time 
his tour of duty was over, that yeoman qualified for 
the rating of Semanticist®/lc. 


BUSINESSMEN ALL OVER THE COUNTRY have been com- 
plaining for years about the meager word understand- 
ing of office workers, so let’s see what we can do to 
help. If you work for a Mr. Longwords, your present 
position, unpleasant as it may be, could be the means 
of polishing you into a top-notch secretary. Here are 
two suggestions for coping with this type of dicta- 
tor. The first is to be used as soon as the unfamiliar 
word is dictated; the during your spare 
time, in order to prepare yourself for future dicta- 
tion sessions. 

1. When an unfamiliar word is dictated, try to 
write it phonetically—in full. If this is impossible, 
write as much as you can of the beginning of the word. 
Then, during transcription, look it up in your short- 
hand or longhand dictionary. 

2. Go to that treasure house of information, the 
files, and read over copies of Mr. Longwords’ corre- 
spondence. Remember that every dictator has pet ex- 


second, 
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pressions that he uses with considerable frequency. 
List all the unusual words you find and follow this plan 
of study: With the aid of a dictionary, fix in your mind 
the spelling, syllabication, and definition of each word. 
Then practice shorthand outlines for all words on the 
list. Now go back and read the correspondence again, 
noting the context in which the words are used. ‘The 
chances are very good that your boss will use a par- 
ticular expression in a certain pattern of words, and 
you will be able in this way to familiarize yourself with 
his type of dictation. You can also devise your own 
shorthand shortcuts for repeat performers. 

Results of vocabulary research studies have proven 
that the best vocabularies are possessed, not by the 
most highly educated people, but by the men and 
women who are the most widely read. You should try 
to squeeze as much reading as you can into your busy 
life, Perhaps you can set aside a certain period each 
day for reading both longhand and shorthand and 
put a sesquipedalian touch to your own vocabulary 
while adding to your shorthand skill. 

What if you miss one of your problem dictator's 
“longies’? Why, when he finishes that particular let- 
ter, ask him what the lost word is. He will not mind 
telling you, for he doesn't expect you to be as smart 
as he is. Just don’t lose too many of his sesquipedalian 
pets! 


°*ADD THESE TO YOUR VOCABULARY: 
sesyuipedalian—given to the use of long words 
cunctator—one who delays or lingers 
semanticist—a specialist in the science of meanings and the 
study of changes in the signification of words. 
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ANE FAGAN has the job most 
secretaries search the want ads 
for—she’s in advertising. Her 

boss is eastern advertising manager 
for the magazine Seventeen. Sec- 
retary Kay White says, “My office 
is first stop for a continuous flow of 
writers and artists. The drawing 
card is my boss—an account exec- 
utive at Compton Advertising 
Agency.” Nilka Birenbach once 
thought advertising was a hocus- 
pocus of clever slogans. She 
changed her mind when she joined 
the staff of Ponds, the famous cos- 
metic house. 

Here are three girls who chose 
the realm of advertising for their 
secretarial careers. Two of them 
stepped into their present jobs with 
no special training. Kay White 
took the “plunge” in a previous ad 
job and knew she wanted to con- 
tinue in advertising. Summing up 
her experience, Kay says, “Adver- 
tising is what makes the business 
world go round. It’s a wonderful 
way to earn a pay check.” 


Now Down To specirics: If you're 
a young woman with lots of ideas 
and like to handle details, then this 
may be your spot. If you're a fast 
typist and can take dictation 
thrown at you in rapid spurts of 
inspiration, then you pass the big 
test. All that remains is to find an 
executive who needs a secretarv— 
and to sell him on the idea that 
youre capable and efficient. 

You may be secretary in a one- 
man ad department or in a large, 
teeming office. Jane Fagan prefers 
a busy office. “We're a big happy 
family of twenty-seven.” Her job 
at Seventeen is an interesi-holder. 
too! Jane’s boss sunervises the staff 
that “sells space.” (Translated, this 
means getting ads for the maga- 
zine.) As his right-hand aide, 
Jane prepares sales reports, keeps 
tab on all contracts with advertis- 
ers, and answers letters from read- 
ers. “Our advertising pages are 
read by thousands of teen-agers and 
college girls,” she explained, “and 
youd be surprised at the number 
of questions they ask about the 
clothes, hats, and shoes featured. . . . 
What about outside contacts? Not 
too many—I see only my boss and 
our salesmen.” 


NILKA BIRENBACH, a Spanish beauty 
irom Puerto Rico, qualifies for her 


What it’s like to be a 


secretary in 


advertising 





BY JANET 


DINGWALL 


position as a bi-lingual secretary. 
Her chief, assistant ad director for 
Ponds, deals with Latin America. 
“At first I did mainly dictation, but 
now I do some bookkeeping, too.” 

The Ponds’ office is small—only 
four—and Nilka is all in favor of a 
staff of this size. “You have greater 
independence, and you get to know 
your co-workers better.” The bulk 
of Ponds’ advertising is prepared 
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by J. Walter Thompson, one of the 
big-name agencies. “They write 
our ads, produce movies, design 
display cards, and keep Mr. and 
Mrs. America glued to their mag- 
azines and TV sets with ‘She's en- 
gaged—She uses Ponds. ” 


Wuat asout working in a big ad 
agency itself? Ask Kay White— 
(Coatinued on page 48) 
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Five O’Clock. Plus 


| Nice timing—end of the day, and all ? Jim said we'd have dinner and take in a 3 
w 


» those letters, finished. movie. He must be downstairs now. 





h By this time Jim must think I got mixed 6 Only ten minutes overtime, but it seems ] 
. + | 


up about where to meet him. like half an hour! I better get busy. 
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BY JERRY WHITE 


3 Mr. Wilson! Not to be typed before I 4 Just a lot of scribbles. It ll take an hour 


leave tonight? 


even to decipher his writing. 





] I won't need those reports tonight after i Thanks! [ll get them out first thing in 
. s 


all, Miss Petty. You can go if you wish. the morning, Mr. Wilson. 
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Sust Teasers 


BY E. LILLIAN HUTCHINSON 





words 


CHOOSE THE VERB 


In the following sentences, which of the verbs 
enclosed in parentheses is correct? 

1. She (don’t, doesn’t) seem to mind how many 

words she misspells. 

. Available data on these projects (is, are) extensive. 
I (will, shall) turn over a new leaf tomorrow. 
Neither James nor Bill (have, has) heard from him. 
You (was, were) the last to sign the petition. 


uw ® © 9 


6. Corned beef and cabbage (are, is) our special. 
. If I (was, were) you, I should try to arrive on 
time each morning. 


~l 


8. There (is, are) several new proposals to be made. 
9. She must (of, have) come after I left. 


10. Only one of the dresses (has, have) a jacket. 





WHAT’S THE ABBREVIATION? 


To abbreviate the following words or terms, 
what forms would you use? 

. approximately 

. building 


. bill of sale 


. hundredweight 


» Ww lo = 


un 


. Corporation 

6. less than carload lot 
7. merchandise 

8. miscellaneous 

9. Missouri 

10. Ohio 





SOME PHONY DEFINITIONS 


Are you sure of the meanings of the following 
words? The definitions given below are not cor- 
rect but are often confused with the real mean- 
ings. What do these words really mean? 


1. Gratuitous. Showing gratitude. 

2. Plausible. Able to win applause. 

3. Superfluous. Flowing too fast. 

4. Subsidiary. Something that is quieting down. 

5. Usury. Interest charged for using something. 

6. Actuarial. Reterring to something that actually 
happened. 

7. Executor. One who puts criminals to death. 

8. Aspirant. A person addicted to using aspirin. 


9. Vacillate. To apply vaseline. 


10. Residuary. A place where a person lives. 


WHICH COMES FIRST—I OR E? 
Fill the blank spaces with either ie or ei, which- 
ever completes the words correctly. 


1. The conc....ted manner of your n....ce was the ch....f 


reason for her dismissal, I bel....ve. 


to 


. My fr:...nd s....zed every l....sure moment to ach....ve 


his ambition. 


oo 


. The long-awaited for....gn fr....ght shipment has 
just been rec....ved at the p....r. 

4. The w....rd case was very dec....ving because it 

w....ghed nearly 50 pounds and was only a little 

over a foot in h....ght. 


5. Th....r large f....ld y....Ids a var....ty of crops. 











SPOT THE SUFFIX 

The words numbered from 1 to 10 contain suffixes 
that are briefly defined in the phrases lettered 
a to j. Can you match the suffixes with their 


definitions? 


l. waitress 


a. One who receives 
2. nerveless b. Full of 
3. boyish c. Resembling 
4. electrician d. Without 
5. practicable e. Diminutive 
6. payee f. Feminine ending 
7. globule g. Quality of being 
8. smallest h. Able to 
9. thoughtful i. Most 
10. costliness j. A specialist 


Key to teasers on page 48 
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When the Boss Takes a Trip 


py Elizabeth F. Trumper 


Planning his itinerary 


RANCH OFFICES, business conventions, board 

meetings, speaking engagements, and fast, mod- 
ern methods of transportation have all conspired to 
keep many bosses out of the office for long periods of 
time. Knowing how to read timetables, how to pre- 
pare itineraries, and how to make reservations is, 
therefore, practically basic for all secretaries. 


TuE OLD pays of complete dependence on the informa- 
tion desk at the station are gone forever. Just look at 
the typical modern secretary's desk, and you will see 
all sorts of travel information readily available to meet 
today’s situations. There are maps and there are plane, 
bus, and train timetables—the newest ones. You can 
pick these up at the various terminals; and, if your 
boss travels a great deal, you can ask to receive time- 
tables whenever new ones are printed. 

If your boss’s trips are in new territory, a Hotel Red 
Book is indispensable. The Red Book is really a direc- 
tory of hotels, listed alphabetically by state and city. 
Each listing gives the address of the hotel, the num- 
ber of rooms, the lowest-priced room, and the name of 
the manager. There is also information (under the city 
entry) giving the county, the population of the city, 
and all the various railroads, airlines, and buses serving 
the city. Complete information at your finger tips is 
the first essential for the secretary of the boss who 
travels, 

Many large companies have their own travel de- 
partments, with personnel who make transportation 





illustrated by ERNIE BARTH 


reservations for anyone in the company. Mr. Smith’s 
secretary calls the travel department and says, “Mr. 
Smith is leaving on the first for San Francisco. Will 
you please make a plane reservation for him for early 
afternoon?” That method eliminates, for the secretary, 
the responsibility of making the actual reservations, 
for the central travel department maintains up-to- 
date travel information and will contact air, bus, and 
train terminals for you. 

Successful travel planning, based on accurate in- 
formation and common sense, will make your boss’s 
trips easy for him. It is important to arrange a sched- 
ule with a little breathing space between appoint- 
ments. Too close planning—arriving, say, at 6:30 p.m., 
with a dinner engagement at 6:45, doesn’t allow time 
for late train arrival or for the boss to register at his 
hotel and freshen up from his trip. If the trip is to be 
very extended, leave some unscheduled time so that 
he can catch up with his mail from the office or squeeze 
in those extra engagements that have a way of develop- 
ing, especially when the boss is a Very. Important 
Person. 


THE NECESSARY STEPS for trip planning include making 
the travel and the hotel reservations, writing for busi- 
ness appointments, typing the itinerary, assembling 
the papers and reports your boss is to take with him, 
seeing that he has tickets and enough money for the 
trip, and keeping in touch with him while he is away. 
And you can't overlook a single detail! 
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Making travel 


reservations 








ET’S CONSIDER the travel reservations. With the 
details of the trip before you, you will want to 
select the most convenient method of travel. keeping 
in mind the preference of the boss. Obviously, if there 
is little time to get from one location to the next, a 
plane reservation would be the fastest. So vou look 
over vour timetable and select a plane that leaves and 
arrives at a convenient hour, with a minimum of 
stops. Phone the air line for the reservation and write 
down the name of the line, the fight number, the time 
of departure and arrival, the price of the ticket, and 
the time the ticket must be picked up. If there is ample 
time for getting to the destination and if your boss 
has, perhaps, a speech to prepare or papers to look 
over, select a train with one of the following accommo- 
dations: 
A roomette, a small room providing privacy and 


Writing for hotel reservations 


DEQUATE REST is largely dependent on good 
hotel accommodations; therefore, if you are mak- 
ing your first itinerary for the boss, ask his preference 
about hotel rooms as to size, location, and price. After 
that, you will know the type he wants. He may from 
time to time give you added requirements. For exam- 
ple, in one city he may plan to have a conference in his 
hotel room, and that will mean that you must reserve 
a larger room or even a suite. He may request a quiet 
location, so you write for a room away from the ele- 
vators. Then, again, he may ask for a room near the 
top floor, away from the street traffic and the confusion 
of the lower floors. 

Consult the Hotel Red Book for the best hotels. It 
is easy to make reservations through your local hotel 
when it is part of a chain organization. For example. 
if your city has a Statler or a Sheraton Hotel and you 
want to reserve a room with one of those hotels in 
another city, the local hotel, by means of teletype or 
telegram, will make the kind of reservation you re- 
quest—and do it with speed and ease. 

In other localities you will, of course, write for 
reservations, Make your letter very specific as to time 
of arrival and departure, type of room wanted, and 
price. If arrangements have been necessarily hurried, 
wire or telephone for accommodations; and, when 
wiring at a busy season, send a duplicate telegram to 
a second hotel, because you don’t want to risk the 
chance that the first hotel may be filled. If both hotels 
have rooms, it is easy to cancel the reservation of your 
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second choice. Some few hotels, when confirming a 
reservation, may request a deposit; don’t be surprised 
or resentful when this happens, as the deposit is a mat- 
ter of policy with that particular hotel, especially when 
rooms are at a premium. 

Here are two sample letters that a secretary might 
write in making reservations. They will, of course, be 
typed with carbons so that, when the confirmation is 
received, both carbon and reply can be placed with 
the papers the boss is taking in his brief case. 


Please reserve, for Mr. Joseph R. Jones, a large 
single room with bath, suitable for holding a 
meeting with four company officials; it should 
be priced about $14. 

Mr. Jones will arrive about 4 p.m. Monday, No- 
vember 16, and will leave Tuesday afternoon. 

Please confirm this reservation. 

Sincerely yours, 
Secretary to Mr. Jones 


Another typical letter might read: 


Please reserve a single room with bath at $7— 
away from the elevators—for Monday, November 
23, through Thursday, November 26. 

Please hold the room for late arrival. My plane 
does not reach the airport until 10 p.m. 

Will you kindly confirm this reservation. 

Sincerely yours, 
Joseph R. Jones 


a 





A A EE 
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adequate sleeping and working space for the traveler. 
Or a bedroom, a compartment, or a drawing room, 
larger rooms similarly equipped for working space and 
privacy. The ordinary Pullman accommodations, which 
include either the parlor car for day travel or the sleep- 
ing car with upper and lower berths, are quite com- 
fortable but do not afford so much privacy. On many 
modern trains the day coach has all-reserved seats and 
is comfortable for day trips. 

In reading the timetables for the best accommoda- 
tions, remember that the light-faced tvpe indicates 
time up to 12 noon, while the bold-faced type indicates 
any time from 12 noon to 12 midnight. Most timetables 
are not printed in Daylight Saving Time but, rather, 
in Standard Time according to the time zones—East- 
ern, Central, Mountain, and Pacific—in which the 
towns are located. Use good judgment in selecting 


Getting him off 


HE TYPED ITINERARY is an important part in 

scheduling the trip. It may be brief or prepared 
in great detail. whichever your boss prefers. He, of 
course, has a copy, you have one, officers of the com- 
pany may want copies if the trip is a long one, and 
possibly his family might be pleased to have a copy. 
A brief itinerary might have headings like this: 


ITINERARY FOR JOSEPH R. JONES 
Date From To Via Leave Arrive Hotel 
A more detailed itinerary might take this form: 


ITINERARY 
Joseph RK. Jones 
New York, Chicago, 
Friday, November 11 


Denver, San Francisco 


2 p.m. EST ... Leave Newark Airport on Ameri- 
can Airlines, Flight 36. 
7 p.m. CST... Arrive Chicago. Reservation at 


Hotel Stevens. 
Saturday, November 12 
9 a.m. . Appointment with C. R. Smith at his 
office, 200 State Street, to discuss ad- 
vertising contract. 
Luncheon engagement at Hotel Mor- 
rison with Mr. Thomas Gordon, of 
Gordon, Dodds & Blessing. 
Leave from Union Station on the Mil- 
waukee, Car 793, Roomette 7 
Denver. 


1 p.m. 


5 p.m. 
for 


> 


the plane or train, Better not have the boss arrive in a 
city at 4 a.m. Arrange for a more convenient time! And 
be sure to read all footnotes, for they give additional 
information about reservations and accommodations 
available on that particular train. Information, such as 
“Daily except Saturday,” or “Does not run on Sunday,” 
is indicated at the top of the timetable. A considerable 
saving in expense may usually be made by obtaining 
round-trip tickets, even though different railroad lines 
are to be used. 

When travel is heavy, as at various holiday times, 
reservations should be made as far in advance as pos- 
sible; even during other seasons, you may experience 
difficulty in getting tickets or reserving the space you 
want in less than a week before the planned trip. Make 
it a point, too, to pick up the tickets well in advance 
of the deadline. 





When the trip is a long one, a one-sheet summary 
of your detailed itinerary will make it easy for the 
boss to tell at a glance just what the daily plans are 
and where he is to go. 

The itinerary and the room-reservation cards with 
carbons of your room-request letters go in the brief- 
case along with all correspondence that must be read 
before arrival in the various cities. Better include 
company reports, articles, and other pertinent infor- 
mation for your boss to read on extended plane or 
train trips, for many businessmen find this an oppor- 
tune time to eatch up on the reading they have not 
had time to do in the office. 
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Discuss with the boss where to forward his mail, 
and make arrangements for sending additional money 
if he should need it. Also try to anticipate any particu- 
lar problems that might arise during his absence and 
talk over the possible solutions with him before he 
leaves. 

If you are to handle the finances, ask how much 
money he wishes to take along and get it before the 
bank closes. He may prefer travelers’ checks. If so, 


And while he is away 


N the hectic last minutes of getting the boss off, 
4 perhaps some of your regular detail work has not 
been done. You now have time to get caught up. You 
also open the ordinary mail and answer all the letters 
that are within your scope of authority. Any impor- 
tant letter that you cannot answer or any envelope 
that is marked “personal” you place in a large envel- 
ope with first-class postage and forward to the first 
stop the boss has set to receive mail. Number the 
large envelopes in sequence, so that the boss is al- 
ways sure he has received all the mail that you have 
forwarded to him. You will, of course, be sure to 
acknowledge any urgent letter, explaining to the 
correspondent that you have sent the letter to your 
employer; then make a copy of the original letter, 
attach the copy to your acknowledgment carbon, and 
retain both for future follow-up. 

The admirable secretary uses “trip” time in getting 
caught up on the many little details that have had 
to be neglected during the flurry of getting the boss 
off. You can now clear his desk and yours of work 
to be done. Possibly the files can be revised; new 
folders prepared; the telephone lists retyped; desk 
drawers cleaned; special reports typed; Christmas card 
lists checked; and all the while you carry on your pro 
tem responsibilities in place of the boss. 

But you don't forget him! When you forward his 
mail, you keep him informed of what’s happening by 


ao & 





remind him to obtain these ahead of time, for he 
must purchase these in person. 

Make a last-minute inspection of the train or plane 
reservations, making sure they are all assembled in 
correct order. Then with briefcase, tickets, money, 
and itinerary, he’s off; and you wish him a successful 
trip. Relax: you know your plans have been well 
worked out and that his trip has been as perfectly 
organized as possible. 





including a brief summary of events going on in the 
office. Make it short; but simply because he’s thou- 
sands of miles away, it doesn’t mean that he wants 
to forget all office routine. Write him about who 
stopped in at the office asking for him; what hap- 
pened to the contract he’s been working on for so long; 
about the office meeting he missed; and all the other 
interesting episodes that make up the office. 

You will want to start working on a typed digest 
of mail and phone ‘calls and callers, encircling with 
a red pencil all urgent items. List the reason for the 
calls of those who came to the office personally and 
any action that you have taken, or add the phone 
number if the boss must make some decision. This 
digest of calls, mail, and callers makes the boss's 
homecoming so much easier than facing a file basket 
full of mail, or a stack of memos with fifty phone calls 
to make. Judgment helps you in discriminating be- 
tween the important and the unimportant—the things 
that must be disposed of immediately and those that 
can wait. Take care of as much as you can while he 
is away, because, when the boss returns, he'll have 
letters to dictate, reports to prepare; and he'll prob- 
ably be very tired. 

Yes, if your boss travels, learn how to plan his 
trip before he goes; try to be his right-hand man 
while he is gone; and make him glad to return to an 
orderly office. 


20 TODAY’S SECRETARY @ November, 1953 








1iS 


an 
an 








Are you a “secretary-turned-supervisor”’? 





Even if you're only planning to be, 


You must know how to build... 


GO0D EMPLOYEE MORALE 


SUPERVISOR in charge of a 
A stenographic division was 
questioned, recently, about the 
number of people leaving her de- 
partment. “I just don't understand 
working girls today.” she said. 
“We are offering excellent salaries, 
a five-day week, rest periods, short- 
er hours, lovely offices, air condi- 
tioning, hospitalization, and gener- 
ous vacations; still they are not 
satisfied. Il have to admit frankly 
that their morale is low, but I can't 
put my finger on why it is.” 

Was it the supervisor's fault, or 
was the problem deeper rooted 
than that? Management decided to 
look into this problem of labor 
turnover. They called in an out- 
side firm to conduct a morale sur- 
vey in all their departments. 


Here's wnat the survey showed: 

1. Too often, when girls were 
hired, they were told they would 
get plenty of stenographic work to 
do; but sometimes weeks went by 
without their performing a single 
stenographic duty. (A similar sit- 
uation was evident among the 
bookkeeping personnel.) After a 
few months of this, the employees 
decided to leave and go where they 
believed they could get the job 
they were promised. You cant 
build morale if jobs are oversold. 

2. After the employee was hired, 
there were no indoctrination pro- 
cedures. Usually the employee was 
just shown to a desk with a, “Here 
is where you will work.” All too 
often first jobs were done by trial 
and error. 

3. The supervisors were partial. 
They had their favorites. 
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4. The “boss” never gave any 
credit for using good sense or for 
giving intelligent suggestions. 

5. The employee was not given 
any more consideration than a 
piece of office equipment. 


WHEN THE RESULTS were discussed 
with the various supervisors, each 
seemed to pick out his own weak- 
ness by voicing objections. “But 
we don't have time to have a train- 
ing program for all our workers,” 
one of them defended. 

On the contrary, training 
actually begins on the first day on 
the job .. . whether a definite pro- 
gram exists or not. If a worker is 
merely hired, taken to his super- 
visor, and forgotten, he is still be- 
ing trained. He is being trained 
negatively—by default. Most work- 
ers start out with a natural desire 
to succeed on any job they under- 
take. But, if they are ignored most 
of the time and simply ordered 
around the rest of the time, it 
doesn’t take long to seek the level 
of the group and lose whatever de- 
sire they might have started with 
to make good.”® 


YES, THE BULLDING of good em- 
ployee morale starts from that first 
day. If the worker is taken in and 
treated like a person instead of a 
machine, if he is made to feel at 
home—shown the way—he will, in 
most cases, go to his home that 
night and say, in effect, “Everyone 
was wonderful. I think I am going 
to like working there.” 





*Dr. William J. Reilly, The Law of Intelligent 
Action, Harper & Brothers, New York 16, N. Y., 
1945, 
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Ir PERSONNEL MANAGEMENT has 
some sound policies, such as a good 
induction program, thorough train- 
ing, and frequent follow-up, it will 
not have to “oversell” a job. The 
supervisor can further add to this 
building of good morale by— 

1. Being fair with all her workers 

2. Treating each as an individual 

3. Learning really to know each 
person—not just their names 

4. Giving instructions fully and 
clearly and making sure instruc- 
tions are understood 

5. Praising work that is well 
done 

6. Showing how work can be 


improved. (Continued on page 52) 
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MASTER SURGERY 


Continuing an informative (though informal), 


report of an informal (though informative ) 


interview with Homer Smith, of Ditto. Inc. 


BY LOID MICHAELS 


ELL, HOMER.” I said, “I think you have made 
this business pretty clear. Let’s check my defini- 
tions.” We looked at my notes. (I hadn't trusted to 
memory. ) 
Master Sheet—the white paper on which you type and from 
which duplicate copies are made. 


Hecto carbon—the special carbon paper you use when typing 
a master copy. It’s called “Ditto Carbon” if you buy the brand 
made by the Ditto company. 


Masterset—Ditto’s trade name for their “carbon pack” of a 
master sheet and a Ditto Carbon sheet. The two sheets are 
fastened—at the bottom, not at the top. 


Duplicator—the machine that brings blank paper and _ the 
master copy together, to make copies. 


Direct Process—the method of making copies directly trom a 
hectograph-dye master. 

“How's that, Homer?” I asked. 

“Color,” he prompted. So I added: 

Color—the basic one (gives the most copies), purple; also 
red, green, blue, and black. 

Homer nodded. “I think you have it.” he said. 

“Homer.” I said gently, “there’s only one way for 
me really to understand this—try it myself.” 

So, first of all, I removed the thin sheet of paper that 
is kept in the middle of the Masterset to protect the 
master from the carbon. Homer nodded. Then I in- 
serted the pack in the typewriter; I almost inserted 
the fastened end first. but I caught myself in time and 
reversed the pack so that | could insert the open end. 
Homer smiled. 

[ started to type “Dear Mr. Smith”; but my right 
thumb stalled after the Mr.; so, my typing read, “Dear 
Mr.S°—without a space after the period. 

“Oh-oh,” | commented brightly; “an error.” 

Homer looked. “That,” he said, “is the nicest kind 
of error you can make on a Ditto master.” 

“Yes, teacher?” 

He reached over and plunked out his name, so that 
the typing read, “Dear Mr. SSmith.” I blinked. 

“Now,” he said, “when you finish your typing and 
take out the Masterset, you can slice out that first S$ 
with scissors or a blade—no erasing or anything.” 


99 


It's easy to doctor vour hecio master .., 





= * 


If vou correct the error with an eraser 
(or cover it with a wax pencil) 


“But it will leak. then,” |. protested. 

Homer shook his head. “You're thinking of stencils. 
Put a hole in a stencil, and the ink does leak. There is 
no ink in hecto duplicating. So, no leaking.” 

I probably looked bewildered; so, Homer went on: 
“Back to fundamentals, Mike! Wherever we put the 
Ditto carbon, we get printing. No carbon, no _ print- 
ing. Carbon, printing. No carbon—” 

“No printing.” I caught on. The whole direct 
process is a matter of putting special carbon dve where 
you want it—by typing or drawing. If you get some 
carbon dye where you don't want it, get rid of it. 


| THREW THE CARRIAGE and typed, “I want to think you 
very much—” 

“Hold on,” Homer interrupted; “think or thank?” 

I muttered something to the effect that he must have 
been a typing teacher, then added: “Thank. And I 
can't cut out that error!” 

“Actually.” he smiled benignly, “you could. But it 
is easier simply to erase it, like this.” He ran the paper 
up about three inches and bent back the top white 
sheet so that it lay on the front hood of the machine, 
with the carbon side of the sheet exposed. He took a 
soft pencil eraser and calmly erased the carbon, just 
as any typist would erase on carbon paper. “No need 
to remove the smudge—just the layer of carbon.” 

I interrupted with. “How would you do that on an 
Underwood, which doesn’t have a flat cover plate in 
the front of the machine?” 

He raised a casual eyebrow. “Oh, just lay in a pad 
or notebook, to give yourself a firm surface.” 

I tried again. “But look. When I typed that i for 4, 
I took off the carbon where the i appeared. I cant 
simply strike over the a in that space now. There 
wont be enough carbon left to print the a.” 

“Good boy, Mike!” he enthused. “So, what we do is 
this.” He tore a corner off the top of the carbon sheet. 
He rolled the paper up two or three lines and slipped 
the torn corner of the carbon under the master, the 
glossy side against the back of the master, and rolled 
the paper down to the writing position. “See.” he said, 
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If you scrape off the carbon with a 
razor blade 


“I've stuck a carbon patch under the a. Now, when 
you type the a, there will be enough carbon.” 

[ typed the a right over the i that showed on the 
front of the master. I rolled up the paper, just for 
curiosity’s sake; sure enough, there was a nice clean a 
right where it was supposed to be. 

Homer commented, “Most typists save a few clip- 
pings from unused carbons; then they can slip in a 
clipping without having to tear the carbon sheet you 
have in the machine. Use the clean or uncarbonized 
top or bottom edges for handles—keep your fingers 
clean.” 


I STARTED TO TYPE AGAIN. An idea came: “Tell me if 
this is right, Homer. Suppose I type several words 
wrong in a line. Instead of erasing them, I type the 
correct words in the margin and go on with my typing.” 

He began to nod. 

“~—And then, when I take the Masterset out of the 
typewriter, I cut out the wrong words, and replace 
them with the correct words, which I cut out of the 
margin. Is that right?” 

He kept right on nodding. “Just use a strip of cello- 
phane tape to hold the patch in place.” 

“In other words,” I mused thoughtfully, “I can 
cut this master up any way I want to, and put it back 
together again.” 

“Exactly,” Homer said; “that’s one of the magic 
things about the Direct Process. Did you type two 
or three paragraphs in the wrong sequence? Cut the 
master apart and tape it back together. Of course, 
you have to put the tape on the front—not the carbon 
—side.” 

“That's right,” Homer said; “if you put it on the 
carbon side, you'd cover up the carbon just as though 
you had cut it out. No carbon—” 

“Um-hum, no printing.” [I caught it up quickly. 
“But why couldn’t you make corrections by putting 
the tape over the carbon side of a mistake and re- 
typing so the carbon goes on the tape instead of the 
Paper.” 


“Trouble is.” he said. “the carbon won't stay on 


If you cut out the 
strip to be taped in its place 


error and type a new 





tape and then retype the word 


the smooth tape. But you’ve got the right idea. You 
can get special correction tapes, though, that can be 
used exactly the way you described—cover the error 
with tape, re-type right over it.” 

“But I can use ordinary cellophane tape to remove 
unwanted material when I’m not going to retype over 
the same spot, can’t I?” 

He nodded and added: “Instead of cutting out some 
errors, it is sometimes easier simply to cover them with 
the tape. Suppose you forget to set the right margin 
stop and type a few words too many on a line. Instead 
of starting over, just throw the carriage and pick up 
the second line with whatever word should have 
started the line—” 

“and cover the extra words with tape later—on 
the carbon side,” I finished. 

“That's right, cover up the carbon and—” 

“no printing; yeah, yeah, I know!” We _ both 
laughed this time. 


So IT’S BLADE AND TAPE when you want to fix your 
errors on a Ditto Master. 

“There are other things, too,” Homer offered. “A 
lot of typists use wax—” He showed me a pencil with 
soft, white wax where lead would ordinarily be. “—in 
pencil form to cover simple errors instead of erasing 
them, or perhaps in addition to erasing them.” 

“Sure,” I said very quickly, “cover the carbon and 
there will be no printing!” 

“That’s the whole principle of making corrections 
in hectograph duplicating,” he said seriously, “You 
can scrape off the carbon, or erase it, or use correc- 
tion tape, or wax it—if you must type something else 
in the spot where the error is. If you don't have to 
type something else there, you can block it out with 
Scotch tape or carve it out.” 

“You know,” I chuckled, “you have to be something 
of a master surgeon to be a Ditto expert.” 

“Well, actually,” Homer corrected, “cutting is sel- 
dom needed—eraser or scraper is most common and 
very easy. And,” he kidded, “you can do a lot of 
master surgery without being a master surgeon.” 
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If you cover the error with correction 
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AST MONTH we discussed our 
Dp shorthand awards with vou 
and told how to obtain them. This 
mouth we'd like to do the same 
with ty ping We have two separate 
CTOUPS of tests for our Gregg tvp- 

awards—the typing accuracy 

id the placement skill tests fon 

embership in the Order of Artis- 
ti Pyvpists and the Competent 
Mypist “Pests. to 
d 


prove your tvpmg 


Lers rake the OAT first. Here are 
tev suggestions to keep in mind 
hen preparing Junior and Senior 

OAT ‘Vest specimens, Read the in 

structions that acc Ap AL the tests 
pace 15 


that vou 


carefully and be sure 
understand what is re- 
quired of vou. Since these tests are 
hot speed tests, you should concen- 
trate On a neat. accurate. attractive 
copy. Set up the copy the way you 
think it ought to be. Then, if the 
lirst’ draft please vou, 
make another. 


does not 
Pride in perform- 
wice is essential to a good typist, 
and vou will find that there is a 
real thrill in turning out a beauti- 
lul specimen of your work. 

Now for some 
ton 


specific sugges- 


l. Arrange the Junior Test on 
only one sheet. The Senior Test 
Hav sometimes require two sheets. 
Use good quality paper of regular 
letter SIZC eight and one-halt by 
eleven inches (except where legal 
‘iZe is specified 

2. See that the ribbon used will 
Produce good, clear copy. 
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3. Center the heading or title 
of a test. 

1. Keep margins as nearly even 
as possible . 

5. Type a proper heading or 
caption on tabulated work. if on 
is not provided with the test. The 
wording of the heading should be 
clear and understandable. but as 
brief as possible 

6. Indent paragraphs either five 
or ten spaces but kee p them uni- 
form throughout the test. 

7. Tests should be 
punctuated. 

S. Alwavs 


tween paragraphs whether you are 


properly 
double space be- 


tvping single-spaced = matter or 
double-spaced but never use more 
than two spaces. 

9. Type your name (followed 
by the name and address of your 
school if vou are attending one 
and the date on each paper. If vou 
do this. then vou will not need to 
worry about the papers: getting lost 
if thev should become detached. 

10. Submit tests before the twen- 
tieth of the month next following 
date of issue. 

If vou would like to add a per- 
sonal touch to the specimen you 
submit, try tvping an attractive bor- 
der around your copy, or a cover 
design. While the quality of the 
tvping in these borders and designs 
is not considered when rating your 
test for an award, it does add to 
the artistic merit of your submis- 
sion and may earn you Honorable 
Mention. There is also a practical 
value in learning to type an at- 


1953 


ex Awards 


In the office, vou 
may be called on to tvpe a snec ial 


tractive border. 


make a 
simple, neatly typed border around 
the copv on the title page, it will 
of the 


document. If you can 


improve the 
work 


Ot course 


appearance 


there should be no 
errors or erasures on the OAT tests 
Your skill as 
being tested. and vou have the ad 
vantage of taking the test as many 
times as vou like until 


an accurate typist 1s 


a periect 
copy is made. 

Certificates, which fit nicely into 
vour Achievement Record Album 
are awarded for both the Junior 
and Senior OAT tests. These cet 
tificates are ten cents apiece \ 
silver pin is also awarded for the 
Junior test and a 
the Senior test. 
fiftv cents. 


gold pm for 
Each pin costs 


Own pace 40. you will find our 
Competent Typist Test (a test of 
tvping speed) with instructions 
for taking it. But the particular 
value of our Competent 
Skill-Building Program, vou will 
find. is that you may take the tests 
over and over again. with a view to 
both 
your tvping speed and accuracy. 


Typist 


continuous. improvement of 

If you are a_ beginning typist 
who can type only twenty to thirty 
words a minute, you can quite 
easily increase your speed materi- 
ally bv practicing the Competent 
Typist Tests each month. Just try 
Awards that may be 
won through passing these tests 


it and see. 


y- 
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BY FLORENCE 





ELAINE ULRICH—Director Gregg Awards 





AST MIONTH we discussed our 
Dp shorthand awards with vou 
and told how to obtain them. This 
mouth wed like to do the same 
with tvping. We have two separate 
sroups Of tests for our Gregg typ- 

awards—the typing accuracy 
and the placement skill tests for 
emibe rship in the Order of Artis- 
tic “Typists. and the Competent 
Iypist Tests, to prove your typing 
] 


| at on | 


Lers rake the OAT first. Here are 
lew suggestions to ke ep in min 
hen preparing Junior and Senior 

OAT ‘Vest specimens, Read the in- 

structions that ace Apa the tests 
page 45) carefully and be sure 

that vou understand what is re- 
quired of you. Since these tests are 
hot sp ed tests you should concen- 
trate On a neat. accurate. attractive 
copy. Set up the copy the way you 
think it ought to be. Then. if the 
lirst clralt 


make another, 


does not please Vou, 
Pride in perform- 
wice is essential to a good typist, 
ud vou will find that there is a 
real thrill in turning out a beauti- 
lul specimen of your work. 

Now for some specific sugges- 
tions: 

l. Arrange the Junior Test on 
ouly one sheet. The Senior Test 
Mav sometimes require two sheets. 
Use good quality paper ol regular 
letter SIZe eight and one-half by 
eleven inches (except where legal 
SIZ is specified 

2. See that the ribbon used will 
Produce 


good, clear copy. 


3. Center the heading or title 
of a test. 

t. Kee p margins as nearly even 
lS possible. 

5. Type a proper heading or 
caption on tabulated work. if one 
is not provided with the test. The 
wording of the heading should be 
clear and understandable. but as 
brief as possible 

6. Indent paragraphs either five 
or ten spaces, but keep them uni- 
form throughout the test. 

7. Tests 
punctuated. 

S. Alwavs 


tween paragraphs whether you are 


should) be properly 


double space be- 


tvping single-spaced matter or 
double-spaced, but never use more 
than two spaces. 

9. Type your name (followed 
by the name and address of your 
school if vou are attending one 
If vou 


do this. then vou will not need to 


and the date on each paper 


worry about the papers’ getting lost 
if they should become detached. 

10. Submit tests betore the twen- 
tiecth of the month next following 
date of issue 

If you would like to add a per- 
sonal touch to the specimen you 
submit. try tvping an attractive bor- 
der around your copy, or a cover 
design. While the quality of the 
tvping in these borders and designs 
is not considered when rating your 
test for an award, it does add to 
the artistic merit of your submis- 
sion and may earn you Honorable 
Mention. There is also a practical 
value in learning to type an at- 
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tractive border. In the office you 


may be called on to type a snecial 
make a 
simple, neatly typed border around 
the copv on the title page, it will 
improve the 
work. 


document. If you. can 


appearance of the 


there should be no 
errors or erasures on the OAT tests 


Of course 


Your skill as an accurate typist is 
being tested. and vou have the ad 
vantage of taking the test as many 
times as vou like until a perfect 
copy is made. 

Certificates, which fit nicely into 
vour Achievement Record Album 
are awarded for both the Junior 
and Senior OAT tests. These cet 
tificates are ten cents apiece \ 
silver pin is also awarded for the 
Junior test and a gold pin for 
the Senior test. 
fiftv cents. 


Each pin costs 


Ow pace 40, vou will find our 
Competent Typist Test (a test of 
tvping speed ) 
for taking it 
value of our Typist 
Skill-Building Program, vou will 
find. is that you may take the tests 
over and over again. with a view to 
both 
your typing speed and accuracy. 


with instructions 
But the particular 
Competent 


continuous improvement. of 


If you are a beginning typist 
who can type only twenty to thirty 
words a minute, you can quite 
easily increase your speed materi- 
ally by practicing the Competent 
Typist Tests each month. Just try 
. Awards that may be 
won through passing these tests 


it and see. 
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~/ 








are the 40-word Competent Typist 
Certificate and the 50-, 60-, 70-, and 
80-word Competent Typist pins. 
These lovely pins, in long-wear- 
ing gold and French enamel. are 
now available with safety catches, 
(to typists who qualify ) at 75 cents 
each. The ten-cent examination fee 
covers cost of certificate if won. 


Next \twontrH, we shall announce 
the great International OGA Short- 
hand Writing Contest! Thousands 
of students and expert shorthand 


writers all over the world have 
been practicing for months to en- 
ter this famous contest. Many 


beautiful prizes are offered, and 
the winners will be just about the 
happiest people alive. Do you want 
Read all about 
the Contest in the December issue. 


to be a winner? 


Pointers for Practien 


the OGA Tests 


IS 


( UR SHORTHAND PENMAN- 

SHIP STUDIES for this month 
on the smaller strokes—s, z, 0, 
and oo. Dexterity in writing these 
small characters will often very 
substantially increase the speed 
and accuracy of shorthand 
writing. 

Join s to t, d, and m with a 
sharp angle. S—o is written with 
one impulse of the pen, as in solve 
and solicited. Check your writing 
of these small curves frequently, 
for size and slant. Use the Short- 
hand Corrective Slide to determine 
whether or not your notes are being 
written correctly. 

The o- and o00-hooks have straight 
sides but are rounded at the bot- 
tom and top, respectively. 

If you use the Slide freely in 
checking your notes and _ practice 
sufficiently to gain a good style of 
writing, you ought to qualify 
quickly for the Junior OGA Mem- 
bership Certificate and/or the 
beautiful Writing Progress Pin. 

Send to this department the best 
specimen of the test that you are 
able to write this month, telling 
us Whether or not you wish both 


are 


your 


the certificate (10 cents) and the 


pin (50 cents). Read the instruc- 
tions for submitting tests and fol- 
low them carefully. 

Make vour goal for this month 


at least Junior Membership in the 


OGA and the lovely emblem pin! 


IR 








| 





MATERIAL 


FOR 


OGA TESTS 








4ll clubs of test papers should be accompanted by a tvpewritten (list of names to exped le checking 


s. November copy is good as me tor OAT. 


195 


and assure accuracy in making out certificate 
CT. and OGA awards until December 20 


mobership tests 


}, issue. See typing tests, pages 40 and 43. 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand. trying 
to make vour notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. lt may be taken as soon as the 


copy can be written creditably. The Mem- 


hership Test is offered for those who feel 
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that they have developed a good practical 
stvle of penmanship that will assure ac 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 





- e ’ 
smoothness and fluency of the notes; (4! 
the formation of the characters as @ 
preper curve. slant, and joining; a 






(3) the correctness of proportions mail 
tained throughout the specimen § 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing paper 
which gives detailed criticism of t 
faults of style noted by the examinel 
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Sixty well-spent dollars will bring you smart 
styling and long-wearing fabric in this versatile 
coat by Sportleigh Hall. Shown in Tite Curl, a 
wonderful new nubby fabric, this coat has a one- 
button off-center closing, set-in sleeves with con- 
vertible cuffs, and a welt-seamed diagonal pock- 
et. Sizes 7 to 15, 8 to 16. Colors: natural, red, 
gray, navy, black, aqua, pink, and gold. At B. 
Altman, New York; Jelleff's Washington, D.C.; 
Marshall Field, Chicago; J. L. Hudson, Detroit; 
J. W. Robinson, San Francisco; Frederick & Nel- 
son, Seattle. 
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SO YOU WANT 


If you're the lucky girl who's planning to buy a 
new winter coat this fall, youll have a wealth of 
pretty styles to choose from. New this year is the 
cardigan neckline, the slimmed-down flare—still 
roomy enough to fit comfortably over suits but pared 
down so that it doesn’t look like a tent—and the 
wonderful variety of new fabrics. A winter coat 
is a big investment that requires a lot of forethought. 
So, to help you make your selection, we've included a 


few stvles that we consider particularly wise buys. 






One of the top prizes in the art of squeezing 
every last penny’s worth of value out of your dollar 
should go to Lassie Jr. for this graceful coat. 

Its fared silhouette is perfectly balanced by the 
deep-set sleeves and the crescent-shaped twin 
pockets, two on each side. The nubby fabric is 

100°, wool Capracurl, available in blue, rose, 
aqua. and beige. Sizes 5 to 15. About $55 at 
Martin's, Brooklyn; Stewart's, Baltimore; The May 
Co., Cleveland; and The Emporium, San Francisco. 






A casual coat with the easy-going charm that 
will win compliments wherever you go. It’s 
White Stag’s “Interurban.” The straight-hanging 
body is topped with a perky rib-knit collar. 

Big smoke-pearl buttons march down the front, 
flanked by roomy patch pockets. The fabric is 
wool-suede cloth, lined with wonderfully 

warm alpaca pile. Sizes 10 to 20. In red with 
navy knit collar, camel with brown collar, 
charcoal with light gray collar. About $45 at x 

B. Altman’s, New York; Charles A. Stevens, nies 
Chicago; and Charles F. Berg’s, Portland, Ore. a 


aoe Se 





























Two top-fashion features—slimmed-down fullness and 


) cardigan neckline—are both shown in this handsome 
| coat by Donny Junior. You'll find its casual 

good looks excellent for work. In yarn-dyed wool 
suede cloth (gray only), with big pearl buttons 


punctuating the front closing and the cuff tabs. Sizes 
7 to 15. Priced under $50 at Bloomingdale’s, New 
York, and the Ernest Kern Company, Detroit. 


'| ANEW COAT! ! 


If you want to splurge on a luscious fabric in a 
high-stvle coat. Zim-Stra offers sheared angora (55% 
angora, 15°, silk. 30°. wool). So soft vou ll find 
yourself turning up the convertible collar just 
to cuddle into the downy fabric. Drop shoulders and 
buckle-tab pockets break the smart. slim silhouette. 
Sizes 8 to 18. In beige. Vicuna (toast). navy; 
S119. At Betty Rand's. Providence, R. L.; Streets’, 
Tulsa; and Joseph Magnin & Co., San Francisco, 
Another luxurious fabric at a more moderate price is 
found in this elegant Leeds coat—a rich blend of 22% 
cashmere, 78° > wool. This, plus its smart details 
arrow stitching on yoke, flared cuffs. notched collar— 
make it a quality coat well worth its $70 price. Sizes 


3 to 20. In navy. varn-dved gray, camel, nude. or 
Viceuna. At Macy's, New York; Kaufmann’s, Pittsburgh. 
Marshall Field’s, Chicago; The May Co., Los Angeles. 
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To relax and strengthen (o-~ ) 


= 


your feet, try these: 


Toe Wiggle. Particularly good after 
a bath. Grasp your big toe (you're sit- 





ting down, of course!), then rotate the 
toe slowly. The circular movement keeps 
your big-toe joint limber and_ helps 
overcome the ill effects of the forward 
thrust caused by high heels. 


>»)? 


Foot Fiex. Ever suffered a pain or a 
cramp in your legs when you've switched 
suddenly from high heels to flats? The 
reason—your calf muscles have been 
shortened by wearing high heels. Here's 
an antidote: Sit on the edge of the bed 
with your shoes off. Extend your legs 
and flex your feet up and down as far 
as they ll go each way. Feel the pull in 
your calf muscles as stretching brings 
them back to normal. 


Capezio s Porthole Pump. an excellent example of the smart 
stvles available in medium-heeled shoes. In aniline kid. about $12. 


Sole Roll. Good for arch. ankle. and 
calf. Stand barefoot—feet about six 
inches apart-—-with weight on them both. 
Roll feet outward 20 to 30 times. so the 
weight is supported on outer edges of 
feet. Or you can try standing on the 
sides of your feei (while you take your 
shower, put up your hair, ete.) and 
walking around your bedroom this way. 


Looks queer, but is helpful. Photo courtesy Kid Leather Guild 
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ma TAKE THIS to Accounting, Miss Smith” 
... Mr. Bigelow is out in the reception room—will 
.. And so it goes. 
A sitting-down job? Not for many secretaries. It has 


you show him in”... “Run down to. 


been estimated that the average secretary walks about 
five miles a day. And, if you also have a long trudge 
to and from work each day—well, perhaps your tender 
tootsies need a bit of extra pampering. 

\ comfortable pair of shoes makes the going easy 
for busy feet. Well-made, all-leather shoes are first 
choice of the foot-heaith experts. Leather is sufficiently 
flexible, and it is also porous enough to let perspira- 
tion evaporate quickly—a most important point in 
assuring comfort. 

When trying on shoes in the store, remember that 
your feet can be as much as a size smaller when youre 
sitting down than when you're standing up. So dont 
make the mistake of buying footwear that will turn 
out to be “sitting-down shoes.” Walk around the store 
in them before you put your money down. To fit prop- 
erly, your shoes (and your stockings, too, incidentally ) 


low-heeled shoes won't do in a job that requires high- 
heeled glamour; but medium heels often will. Midheels 
have more mercy on the metatarsals, and shoe manu- 
facturers are coming out with so many attractive medi- 
um-heeled styles that it’s no longer hard to be both 
fashionwise and comfortable. 

But, if you feel you must wear high heels, why not 
keep an extra pair of lower-heeled shoes at the office? 
Then, although you bravely totter around all day at 
work among your fashion-conscious colleagues, per- 
haps you can slip into low heels for your to-and-fro 
journey. Or, if your job keeps you in the background, 
reverse the procedure and wear your lower heels at 
the office, saving the spikes to impress the com- 
muters. 

When you get home after a wearying nine-to-five 
marathon, give your feet a treat in the tub. Let the 
water run hard over your toes and the soles of your 
feet—a minute or so with hot water, then with cold. 
Keep alternating for about five minutes, finishing with 
the cold water. Your feet will tingle, and you'll have 


BEAUTY FOOTNOTES 


BY HELEN WHITCOMB 


should be about a half-inch longer than your feet 
when you're standing. 

Remember also to check whether the widest part of 
the foot rests comfortably at the widest part of the 
shoe. Your big-toe joint should be at the turn of the 
leather sole if you're to get the best heel-to-ball fit. 
Run your thumb across the joint; if it’s slightly for- 
ward, you need a longer shoe. Avoid short or narrow 
shoes as you would the plague, and insist on a snug 
heel fit. Fewer corns will result, and you will eliminate 
uncomfortable pressure that will “cramp” your style 
in more ways than one. 

The podiatrists also point out that your feet swell 
a bit during the day. If you want a comfortable fit, 
it's better to buy shoes in the afternoon or evening. 

Is your foot wide? It will look best in a shoe that 
fives it substantial side support. Don’t pick an open, 
revealing design. Look for interest in cutouts and trim. 
ls your foot narrow? A closed pump will flatter it 
most. Select styles that feature horizontal lines in the 
design. 

For business wear, the foot-health experts recom- 
mend the lowest heel height allowed by your particu- 
lar job environment. Being realists, they know that 
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a fresh, exhilarated feeling. Reason—you've stimulated 
circulation, and new blood has flushed out the stag- 
nated areas. Then massage your feet from toe to ankle 
with a rich hand cream or lotion, Despite a hard day 
on the beat, youll be ready for the evening's fun— 
even dancing! 

When you have a few extra moments, do the foot 
exercises illustrated. They'll help strengthen your 
feet and legs to give you a graceful, more attractive 
walk—more shapely legs. And you needn't limit your 
exercise to shoeless privacy. Whenever you get a 
chance, wiggle your toes inside your shoes. Curl your 
toes under and keep curling and uncurling them, 
stretching as much as possible each time. This can 
be done sitting, standing, or bucking the crowd on 
the going-home bus. Even with your shoes on, this 
is excellent for strengthening the muscles that sup- 
port the metatarsal arch structure and for relaxing 
tired feet. 

Healthy feet are a beauty asset in more than the 
walking department. They'll help you feel chipper, 
help you smile sincerely—and prettily—when the boss 
calls you in and begins, “How about running this 
folder down to... .” 
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BOSS PLAY GOLF? 


Give Him a Better Score for Xmas! 

















To improve his game, 
pro’s recommend new 
amazing Voit GOLF MASTER 





Here's perfect gift for boss who has atm a 
Now he'll get REALISTIC practice AT HOME, 
indoors or out, and keer his game sharp year 
round. NOT a toy. Hit regular ball with 
EVERY club. Ball travels 14 ft.; machine meas- 
ures DISTANCE, LOFT, DIRECTION, up to 
250 yds. Portable, safe. Golfer’s dream come 
true. Knock 5 or more strokes off his score. 
May get you raise after his next game, he'll be 
so pleased. Complete set, machine, ball, mat, 
lesson book, etc. is fully guaranteed. Order now 
for Xmas. 


* 
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Bing recommends the Golf Master 
as the ideal golfer’s gift. 


Send check or money order to: 


CROSBY GOLF MASTER-S 


. 
y > 
} > 
4 
‘ ~ « 
~~ 
~ ~ / 
= Pa ‘ a | 


CG 419° 
i ae | — 





Obit) GOES 





APPY THANKSGIVING, everybody! 
We hope wonderful 


one, even if we seem to be skipping by 


you have a 
this glorious day without much attention. 
But a bearded old) gentleman 
will soon be dusting off his best red cap 
and shining up his sleigh 

will be in the thick of the 
shopping rush. To help you get an early 
start 
ber of gift suggestions right now. Many 
mail 


certain 


and you 
Christmas 


and an easy one—we offer a num- 


of these things you can order by 
as you relax in comfort at home. 


Monogrammed Snack Set. There’s 
something special about a_ gift of 
monogrammed glassware! Particularly 


sO 








Meke Money at Home 
ADDRESSING ENVELOPES 
POR ADVERTISERS 
Use Typewriter or Longhand 


1239 N. Highland, Hollywood 38, Calif. 
. » Good Full or Spare 


tt ~ 
| 2 


Guaranteed. Mail $1 for Instruction Manual. 
STERLING, Dept. S-3 Great Neck 1, N. Y. 
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TWIN GOOD-LUCK RINGS 


Designed by the skilled Indian Silversmith, Blue Sky 
Eagle, Sterling Silver rings set with 5 turquoise blue 
stones. Usually worn 2 on a finger. They may also be 


bought separately at $2.95 each, $5 for a pair. 
Se i ring sie ’ inure h string. Satis quar 
Orde bu / rah heck 


OLD PUEBLO TRADERS °°%, 4035: DEPT. 3-15 


COD's 


handsome is the set shown here. Its glass 
plates are indented to hold a cup or 
glass securely, leaving plenty of room for 
canapés, sandwiches, or dessert. Handy 
for TV nibbling; nice for snacks at all 
hours. Plates are 8 inches square, Sold 
in eight-piece sets—four plates, with four 
of either the tall glasses, cocktail glasses, 
or cups. Specify which you want when 
ordering. Price is $6.95, including hand- 
cut monogram and postage. Order from 
Edith Chapman, 50 Piermont Avenue, 
Nyack, New York. Deadline for Christ- 


mas orders is December 5. 


Drummer Boy. This dapper drummer 
boy is sure to please the girl who has a 





Only by KILLING THE HAIR ROOT can you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 
you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 





MAHLER'S, INC, Dept. 85-P PROVIDENCE 15, R. I. 


love for fragrance. His soldierly, crect 


body is formed of a “Twistick” Solid 


Cologne, and he beats his “drum” of Coty 
Dusting Powder. In Emeraude, L’Aimant, 
Priced at 


Paris, or L’Origan fragrances. 
$3, plus tax. 








For All Your 
CAT-OWNING FRIENDS 
The Perfgect Gift ts— 


Cats Magazine 
a 


Stories, Poems, Pictures, Articles, 
News—All About All Kinds of Cats— 
. 


Send only $3.00 for each one-year 
subscription (Samples. 25¢) 





+e 














Cats eo 11-K House Bldg. @ Pittsburgh 22, Pa. 
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Man. 


vour 


Be he 


uncle, or 


For Your Favorite 
dad, brother, 
Someone Special, we 
looking wallet 


your 
that 

suggest this rich- 
lighter the 


yvour 


and set as 





Christmas gift that will 
favorite girl. Made of 
calf leather, the wallet and precision 
lighter are done in a rich brown shade 
and come beautifully gift-boxed. Price is 
$8.95, including tax and postage. Order 
from The Leeway Company, Room 1807, 
505 Fitth Avenue, New York. Worth 
keeping in mind for the office gift when 
farewell time arrives for the office boy 
who's awaiting Uncle Sam’s nod. : 


rate you their 
alligator-grained 


Wall Chest for Slides. Is there a cam- 
era fan on your Christmas list who prides 
himself on his beautiful slides? If so, 
he probably takes a lot of them—and 





has no good place to store them. The 
solution: give him this handsome Koda- 
chrome Rack that is handcrafted in 
satin-smooth, honey-tone knotty pine oF 
in lovely mahogany finish. Besides adding 
a warm touch to any decor, this handy 





our 
hat 
ch- 
the 


heir 
ned 
sion 
ade 
e is 
rder 
307, 
orth 
hen 
boy 


‘ 


‘am- 
ides 


and 


The 
‘oda- 
1 in 
ie OF 
lding 
andy 





SHOPPING 





hest has plenty of storage space—holds 
650 regular slides, or 180 in glass. Bot- 
tom drawer has room for hand viewer, 
xtra mounts, etc. Size is 914 by 22 inches 
price, $12.95 (plus express charges ). Or- 
ler trom Yi ld Llouse, Dept. 292, North 
( nwavy, New Ha npshire. They Guaran- 
satisfaction or refund your money. 
Elegance for Eyeglasses. A_ gift so 
pretty shell be hunting for excuses to 
show it off. And she'll find plenty ot 
yportunity, for this attractive case with 


Ik 


its special pencil pocket is as practical 


often have 


1 woman pull out her glasses 


is it is pretty. How you seen 


to read a 





~~? 


to go delv- 
a pencil to write 


phone numb a only to have 


ing again for 


it down? 
Such was the situation that inspired this 
Made of soft, buttery cape- 


double Case, 


skin, it is lined with gay red felt and 
edged with golden cord. Comes in red, 
black navyv, brown Or gray. Gold-finish 


nechanical pencil included. Price is $3, 


postpaid. Write Aimée Lee, Room 906, 
45 Fifth Avenue, New York. Free gift 
catalog also available. 


Cards for Kiddies. The small fry on 
our Christmas list will squeal with de- 
light when thes receive one of the Jig- 
saw Christmas Cards pictured here. Even 
if they can’t read, thev'll enjov this type 
of greeting 


and will probably wear out 





Hie pieces 


the In 


price 1S so 


putting 
ind oy er again. The reason- 
ible (SL for the assortment of four cards ) 
that you might even like to give 
designs to each of 


to B. C. Moses, 


together over 


all four 
Send 
Houston 4, 


your favorites. 


8052. 


Box 
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Marks the Spot. If you're looking for 
an inexpensive but attractive gift—per- 
haps something for the office Christmas 
party or a tiny gift you can enclose with 
a Christmas card or a thank-you note— 
we have just the answer. It’s an attrac- 





tive, sterling-silver bookmark shape d like 


the outline of an Indian arrowhead. It 
will slide over the page with nary a 
crease or dog-ear, Price, including tax 


mere 
$5. Order from 
1035, Dept. DD, Tuc 


and postage, is a $1. Special price 


for six is Ruth 


Box 


Brawer, 
son, Arizona. 

Wrought-Lron-Framed Pictures. A lover 
of modern decor will be thrilled with the 
simplicity of these unusual wrought-iron 
interesting 


most any room. The frames may be pur- 


frames, an accessory for al- 
chased separately for your own pictures 
or photos or, as shown, fitted with re pro- 
ductions of Charles de Montfort 
The subjects are his favorite gay 
and colorful scenes of Paris. These 


paint- 


mids. 


repro- 





ductions are mounted under glass and 
may be had in either black or white 
rye , 
7 ¥, 
a 4 git 4 
ra 
8 “ + 
| BANE 
j 











frames. Sizes and prices for frames fitted 


with the paintings are outside frame 


size 7% by 9% inches ( print size 5 by 7 

$5.95 each, or $10.95 a pair; 10% by 
12% inches (print size 8 by 10)—$7.95 
each, or $14.95 a pair; 14% by 17% inches 
print size 11 by 14 $10.95 each, or 


$20.95 a pair. Empty frames cost: 5-by- 


7-inch print size, $4; 8-by-10 print size, 


$5; and 1l-by-14 print size, $6. Writ 
Mary Mobley, Dept. 301, 959 Peachtree 
Street, N.E., Atlanta, Georgia. Prices in- 
clude postage. 


A Rainbow of Ribbons. You'll be using 
ribbon galore this December, but ribbon 
is a.year-round commodity that we 
should keep well stocked. A quick and 
casy Way to do this is to order Barclay 
Grant’s economical assortment. Just send 
$1 to Barclay Grant & Company, Dept. 
P-31, 151 East 81 Street, New York 28, 
N. Y. In return, they will send vou an 
that includes 100 yards of 

(Continued on page 52) 


assortment 


? 
® November, 





| 





1953 


keep your lipstick 
“on YOU 


. . x t 
4 
7 a 
i ‘ ‘ 
p> ~~ * x % 





lipstick protector 








Keep your lipstick of 
your veil, your napkin, 
your man! Keep it on 
vou all day long by 

brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


.f unavatiable locaily, send $1.20 


q) ‘ 
to Kenctt parfums ltd. 


i3 Ww. 31TH Bf. HN. Y. 19, BY 












PIN POINTS 
$950 korn 


SET OF 2, $4.50 


(in i i i 


Beautifully boxed 
and wrapped! 


Safety Pin «< f he tudded wit rig 


Circte Pin 


dita 
imee 


545 Fifth Avenue . 


of 
ee 


New York 17, N. Y. 

















THE SEWING LADY 


This new decorotive “‘quick re- 
pair'’ Sewing Kit keeps all sewing 
essentials conveniently available. 
Made of beautiful Stryon—with 
white china-like finish. Opens at 
top of skirt for pin cushion; at 
bottom of skirt for 8 spindles for 
spool thread; center compartment 
for buttons, snaps, thimble, etc. 
Hand decorated. (6” high.) Send 
check or Money Order. 





only *1-75 


tostpaid 


PASCO, P. 0. Box 115, Dept. 9, Tenafly, N. J. 








wt 

























“iy, Patterned for 


I. 
Ii) 
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Simplicity patterns are available at most variety and department stores, 





Flared and pleated skirt 


(Simplicity Pattern 4252) is 


Pert white removable dickey 
highlights a dress with 
topped by button-front blouse 
(Simplicity Pattern 4108), 
which can do double duty with 
other skirts. Both patterns 


come in misses sizes and 


princess lines made from 
Simplicity Pattern 4460. Sized 
for juniors and misses, 1] to 
18; 35 cents. Remove the 
dickey, and you're all set for 


. Pc . 
cost 35 cents each. a glamorous evening. 


Blouse. jerkin. and skirt 

make a versatile three-piece 
outfit that you can change 
about with other separates in 
your wardrobe. All three are 
included in Simplicity 
Pattern 4425 and come in sizes 
10 to 16; 35 cents. 
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IMustration Courtesy of] 
Mutu ! Payroll Books 

















MUTUAL 


@ DAYS AND HOURS 


WITTE 


2 
z 
. 
2 


NAME OF EMPLOYEE 


- 


IME WAS when “be prepared” 

was the Boy Scout’s inotto and 
his alone. As time moves on, how- 
ever, and the secretary's list of skills 
possessed fluctuates with the list of 
duties required, she finds that from 
nine to five she, too, must always “be 
prepared”—for just about any clerical 
task. 

In small firms especially (and if 
youre not in one now, there may be 
one in your future ) many secretaries 
also double as Miss Payroller. In the 
United States, approximately three 
and a quarter million payrolls are 
processed every week. and most of 
them are in the hands of women. Yes, 
today the paymasters of the nation 


WEEK ENDING —————_> 


Vrrare 20th 


NEW 
52 





Rare 
@TOTALS peo. Jormnorsds 2 
WAGES] ont pw 


£Oj\-i/ 


= 


#é} 
V¥Oi\- 


STK 
Tt 


6° }- 


32\- 


QER lw [eR [A [Tm fs 1m lo 





AND TAX DATAe 


fo 
Oat 


A bigger Job gets easier 


Are You 


Miss Payroller. 


Too? 


are often secretaries who have other 
office responsibilities, too. 

BACK ONLY TWO GENERATIONS AGO, 
during the first World War, this was 
all well and good. At that time, mak- 
ing up a payroll was a comparatively 
simple affair. If an employee was 
hired at $20 a week. he received $20 
a week. and that was the beginning 
and end of that week's record. A few 
developments have occurred since 
then, however, that make keeping a 
payroll much more complicated. 
These developments are, of course: 
(1) The Income Tax; (2) Social Se- 
The Withholding Tax; 


Unemployment Insurance. 


curity; (3) 
and (4 
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In the 1940's, when wages shot up. 
there was no noticeable burden laid 
upon Miss Payroller. She was merely 
handling higher numerals. It’s no 
more difficult to write $45 or $60 
$20. But it is more difficult 
when various deductions need to be 
noted 


than 


deducting a stated per- 
centage for Social Security, calculat- 
ing a deduction for withholding tax 
and occasional other deductions for 
Federal, State, or City purposes, the 
last two depending on where the 
business is located. 

When these new deductions (and 
more ) came into the picture, payroll 
simplicity went out the window. Pay- 


(Continued on page 53) 

















A GENERAL’S 


BY MARY OSBORNE 


EVELYN SAVAGE ~2~ 5 2, OS G56 f 


i 


—ay PP a a a . le 
e+ - Jee 


way - ‘in? 0G 
Evelyn discusses some work with General Howley. now 
Vice-Chancelior of New York University. The pictures 


at top are from Evelvn’s European scrapbook. The first is 


a bombed-out building that was next door to her Berlin 
apartment. The others show her vacationing in Nice. on 


the French Riviera; shopping in Paris; touring Spain. ’ 


6 Cr go . pr Te at —_— = = , i a 


by oa ae ~ sh oO agp a ae 
rré. -~ w 2 2 2 
AC oo Page 7 
yon. pv | FU + Le oy 


oO an 7 dw pA P a 
e- Picts ail OF «kom 









liked 


dential street in Berlin 


Evelvn this resi- 


She loved the beauti- 
ful earcens in Madrid 
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General Frank L. Howley and Evelyn 


Savage—a boss-secretary team since the 


historic airlift days in Germany 


— wide tL Ot A ade 


7 —+~o 


° G ae ~" 
TC “Y ee rd — “1 SY o— 
At hs ee 


7? 


ye 44,” This was 1947, _7 


(Continued on page 54) 








NOVEMBER 


COMPETENT 





TYPIST 


TEST 





To compute speed, note the number indicated at the end of the last line you co 


speed, divide total by number of minutes 


; or, to get net speed, Ss 


pl 


iOtract 


———__ 


ed completely and add 1 for each additional 5 strokes typed. To get gross 


10 for each error before dividing by number of minutes. 





Words 


Words 


Many young women in high school _ 6 incentives for better living. Everyone 
these days have approached the begin- 14 should be able to carry his own load 
ning of their senior year without hav- 21 and not be dependent on someone else 
ing the slightest idea of what they are 29 for the necessities of life. Be pleased 
going to do after they have left school. 37 that you have enough intelligence and 
So far, they have studied many interest- 45 physical strength to make your own 
ing subjects; but they have beentaught 53 living and pay your own way, and 
nothing, however, about making a liv- 60 treasure your independence. Remember 
ing and very little about the business _ 68 that wealthy people would be lost with- 
world in which they will presently find 76 out work. 
themselves. In the words of the song, 34 Select your work with the thought of 
they are on their way without seriously 92 keeping on with it. Girls may look for- 
considering where they are going or 99 ward to marriage and, therefore, think 
whether they are going to get there. 107 of working for only a year or two; but 

Now is not too soon to face the ques- 114 no girl can be certain that marriage will 
tion of your own talents. What youcan 122 give her a. husband who will provide 
do, what you like to do, may have ade- 130 necessities for the remainder of her life. 
cided effect on what you will do for a 137 A check of the number of married 
few years or even, perhaps, for the 145 women in your city now at work to sup- 
remainder of your life. But you must 152 port themselves or their families will 
face realities. Put away the thought 160 quickly prove this. At present many 
that you are the exceptional one to bea _ 168 young married people find it convenient 
successful movie star with a six-figure 176 to work for a time after marriage in 
salary. Remember that such things 183 order to buy furniture or to make a 
seldom happen in real life to a human 191 payment on ahome, or just to get a good 
being blessed with average or even 198 financial start. A girl may work in order 
better than average ability nad back- 205 to support the home while her husband 
ground. Only one in a million receives 213 goes to school or gets started on his 
the right proportion of all the things 221 career or profession. 
that are necessary to such success, and 229 Select an occupation that you love 
often these endowments will continue 236 doing for its own sake if you wish to be 
for only a relatively short time. Nearly 244 highly successful. You will have to 
all of us will get our living by the old- 253 work just as hard and just as many 
fashioned method of work, and most of 260 hours doing work that you do not like 
us will receive only the usual compen- 268 as you will doing work that you enjoy. 
sation for the work we do. Earning a_ 275 Besides, it is easier to do especially 
living is no calamity; it is the common 283 good work when you are happy doing 
lot of all people. Work keeps the _ 290 it. Then having decided on what you 
wheels of life moving along smoothly; 298 want to do, perfect yourself in it. Get 
work helps us forget the cares and dis- 305 all the education you can, and become 
appointments of life and provides the 313 an expert in your position. 

(If necessary, repeat from the beginning to complete a ten-minute test.) 
ao ilcaedlag Gal Yor Siggy eee caeadiboes Uy Ue. Michele Mennacn, of ta Uae Porte Coleps tn Earners Meccan 
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321 
328 
336 
344 
352 
359 
365 
373 
380 


390 
398 
406 
413 
422 
429 
438 
444 
452 
460 
467 


482 
490 
498 





rds 
321 
328 
336 
344 


352 





TRANSCRIBING 


SPEED PRACTICE 





The material below is the same as the C.T. ae st acro 
from shorthand. Compute 


ss the page, and it is provided so that vou 
ir rate on this word-countec materi / 


can test and compare your speeds of typing trom print and 
same way you do when typing the C.T. 





a ee ee Ore 
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re ere ae 

PO A a gt we i 
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_F a 2a 
(“One La 7. by 
at ne €=A,, Gwe 178 


a a ae a. a a 
© eae <— 197 
a AK —— a 
@fe 3» F 4, 2Z0A_O™ 2 
a ee ae oe «2 ale 
ee eee eee 
beg wit” tte al ie qn 
Sle Sirk 2735 


alt A ey Se, ae 282 


148 
Cup We 


170 


207 


~" @&BH 219 


— e 


2435 


250 


ote foe te 


220" aD 2 & 3 


Zr soe et 328 


tee 


wa” 


337 
Sx ee 348 
AG gel 2 359 


— Ab wn. te? dd a 
<a ith 


wy OD 3 €a 7 — o 388 
Oe qQe oy —1L —o 56 


et Midi, aa a 406 
a oa ae ae 
cal sy Mai tans 422 
et i Cu a? 433 
WA oe A - A Vv 441 
ee ee ae ee 448 
ST ee ee et ae ae 
W— —-2 O~ tC ~x 48 


SP wan #7 
487 
a— co 494 
502 
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° -_—) ZO an_— S17 
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- 9 551 
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READING 





The Lady With the Lamp 


BY ELSIE 


THE PARENTS 7 Cee 9g OF oe 
as FT ales Sel 


——— « * 
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0 ey rw ee 
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ee a an 


‘A er ag ee A> Florence 
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QQ nT 7, 
a 


How fast can you read shorthand? You can probably speed through this page, which is based on the first six chapters of the 


Manual. This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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How’s Your 
lean’ 
Typing‘ 


F THAT QUESTION is put to 
heey, you apply for a job, 
wouldn't you like tangible proof to 
support your word that you can 
turn out clean copy’—like 

be able to say 


“cood. 
that vou are a 
Order of Artistic 
Typists, with all that implies? 
You can flash a Certificate of 
\lembership at that questioner or 
point proudly to OAT pin. 


Gregg typing awards are 


member of the 


your 
Phese 
waiting for you as soon as you 
qualify on one of the monthly tests 
carried in this magazine—copy like 
that alongside. 


To QUALIFY, your specimen must 
he neat. correct and well-placed. A 
few hints may be of help to this 
end 
1. Estimate the 
11) the 
ing. add 10 for each paragraph to 
llow for the 
ragraphs 
Determine 


Vou will use. 1o1 


number of words 


copy. If vou use single spac- 


extra space between 
what length line 
ox od bala 
}. Determine the mumber of lines 
copy will require, by dividing total 
words by number 
will get on an average line. 

t. Determine the line on which 
Usual method: 66 


papel 


number ot you 


to start tvping 


umber of lines on less 
including blank 


vou will use. the 


number of lines 


lines remaindei 
then divided bv 2 


Here is a practical table for vou: 


Double Space PICA Single Space 


Upto 100 40( 7) Upte 200 
101-175 50( 9 201-350 
176-250 60 (11 351-475 

LITE 

Up to 125 50( 9 Up to 250 

126-200 60 (11 251-450 


201-300 70 (13 451-600 


Sav vou have 152 words of COpy. 
Your machine is pica and vou want 
to use double spacing. For 152 
words, the table savs to use a 50- 
space line (average 9 words a 
line). This copy will take 152+9 
there 
your 


lines. In doubie 
would be 16 blank 
copy; so, vou will 
Now, 66 (lines available on paper ) 
—33=33+2=16 


start on line 16. 


spacing, 
lines in 
need 33 lines. 
Therefore you 
Simple, isn’t it? 
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MATERIAL FOR OAT TESTS 





Senior OAT Test 


(Type in column form the following information from the 


| elephone 
problem here 


will be to decide on what arrangement of the Notes will 
Vovember Almanac entries: 
at the 


A4imanac for 1953." Your chief 
give you the best display for your 
obviously, it would overbalance the daily entries if all the notes were carried 


bottom of the page in ordinary footnote-fashion. Summarize Notes briefly if you wish.) 


NOVEMBER OBSERVANCES AND HOLY DAYS: All Saints' Day, lst; 
Election Day, 3d; Armistice Day, llth; Thanksgiving Day, 26th; 
First Sunday in Advent, 29th. 

NCTABLE EVENTS IN PAST NOVEMBERS: 1, First barbed wire manufac- 


tured, 1873'; 2, Washington's Farewell to his Army, 1783; 3, Panama 
declared its independence, 1903; 4, Peace negotiations, War of 1812, 
proposed, in 1813; 5, Washington began trip to Philadelphia, 1798 
6, Delegates, Oklahoma constitutional convention elected, 1906; 7, 
False armistice celebrations, 1918"; 8, First circulating library 
in America organized, 1731‘; 9, Extradition treaty with France 
Signed, 1843; 10, Osages ceded Arkansas and Missouri to U.S., 1808; 
ll, Official reception first ambassador, Britain, 1791; 12, "Home, 
Sweet Home," sung at New York, 1823'; 13, Edwin Booth, actor, born, 
1833; 14, Soldier-sailor welfare work organized by YMCA, 1861; 15, 
Mason & Dixon arrived for famous survey, 1763"; 16, General Taylor 
occupied Saltillo, 1846; 17, Suez Canal opened, 1869; 18, Panama 
Canal treaty signed, 1903; 19, Joseph F. Smith, of Mormon Church, 
died at 80, 1918; 20, New Jersey first to ratify Bill of Rights, 

1789; 21, Wm. C. Bullitt first ambassador to USSR, 19335; 22, Rene 
Robert LaSalle, explorer, born, 164 29% Playmakers' Theater, 
Chapel Hill, N.C., opened, 1925; 24, Battle of 


Gi 


Lookout Mountain 

(Tennessee) ended, 1863; wi British evacuated New York City, 1783; 
26, First national Thanksgiving Day, 1789; 27, Pive-aile Hoosac 
Tunnel (Massachusetts) ponciritinadiny 1873; 28, Washington Irving 
(author of "Rip Van Winkle," etc.) died, 1859; 29, First complete 
Opera telecast (Met-WJZ), 1948; 30, Jonn Bunyan ("Pilgrim's Prog- 
ress") paptized, 1628 

NOTES: By Joseph Farwell Glidde of DeKalb, Illinois, who 


filed application for a patent, October 27. ine oarbs were of 
en two w 


b € sre twisted much 
more than is now the practice. 
fe) 
c 


last extensive 
report of cease fire was 
The Armistice ending World War I 
came four days later. Benjamin Franklin was responsible. 
Through his Junto society, he arranged this meeting, at which 50 
Philadelphians each subscribed 40 ro gga to buy the first 
books. Annual fees were 10 shillings. A librarian was hired a 
year later. It was a the ae York production of John 
Howard Payne's "Clari, the Maid of Milan, "which had been brought 
across the Atlantic after opening at Covent Garden, London, May 


ires, which w 
This was his 
n. An erroneous 
ws wires. 


journey from Mt. Vern 
spread rapidly over ne 


nim r in 
numode! aad 


8, 1823. They came to America to mark the boundaries between 
Pennsylvania, Maryland, Delaware, and Virginia. They ran a line 
that later was named as the northe boundary for slavery. 

Western Electric Company, manufacturer and supplier for the Bell 
Telephone System, was incorporated November 26, 1881; first long- 
distance conversation, Boston to Salem, November 26, 1876. 

Junior OAT Test 
(Even touch. clean type dg d cement slic d que fy your spe men of this plain-copy test for the 
jun r ce fie e and/or pin Underscore t if ate talte 
IT TAKES MORE THAN BRAINS. positions of glory and honor. but for too 


Many times we hear the caustic comment: 
“I don't know how he 
tainly have 


many of us the daydream never becomes 
| cer- reality we do not exert the effort-it takes 
as much brains as he.” to make the 

By and large. there is no great difler- 
ence in the brain capacity of people. Soe, 
those 
thing more 


gets there; 
dream come true. 

Much of this 
ideas of security. 
belief that 
expending the same 


results from mistaken 
It has become popular 
who get ahead have some- 
You can call it 


what you will. It is 


vou see. security can be achieved by 


than brains. amount of energy 


desire. ambition, from day to day and demanding that 


that something that drives a person to society maintain an equal and continuing 
value To do so is to 


idapted 
T. Dingman, 


the accomplishment of greater goals upon that energy. 
the doing of more 
get by. 


Many of us can imagine ourselves in 


deny the value of achievement. 
from an article by Stanley 
in Hancock Vews HW eekly 


than just enough to 
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Do A Neater Labeling Job Faster 


vith New BIND-X_ 


The Revolutionary, Self-Adhesive 
Transparent Label Holder! 

















It's here at last! New BIND-X, the world’s easiest-to-use 
label holder. All you have to do is insert typewritten, 
written or printed label in the transparent BIND-X window. 
Then stick it on shelves, books, binders, boxes, or any other 
object. 

A feather touch makes it stick to wood, metal, leather, fiber, 
glass, cloth, plastic. Six inch lengths only 30c each. Easily 
cut. Holds label 2”, 3%” or 1” wide. Your choice of 8 
transparent colors. Ask for new BIND-X at your local sta- 
tioner or office supply firm today. 


It’s Made Better . . . Works Better 
Because It’s 


CEL-U-DEX, 1 Main Street, Brooklyn, N. Y. 





SECRETARY TO 
HELENA RUBINSTEIN 


(Continued from page 11) 














 @ friend monopolizing 
our copy of. 
' TODAY'S SECRETARY |, 


Here’s your chance to gift her with a sub- 
scription of her very own—and to save 
money in the process 


special Holiday rates 





, 








EOE NOR SARE OE ROE EO 


wT ee 
2 


y One-year subscriptions (reg. $3) i daseaictabiae ccaescoueeeannee 
ie {your own or one gift) 

2 Two-year subscriptions (reg. $5) 4.50 
by (or two one-year subscriptions) 

te Three or more one-year subscriptions, each 2.00 
# Three or more two-year subscriptions, each 4.00 
% Add 25c per subscription for Canadian or Foreign postage. 
A Christmas gift card will announce each gift. 

5 You have until January 31, 1954 to pay. 

a) Send your orders now. 

SS 
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; GIFT SUBSCRIPTION ORDER FORM 

! TODAY'S SECRETARY 

1 330 West 42 Street, New York 36, N. Y. 

{Enter the following subscription(s) to TODAY'S SECRETARY. 
| 

+ TUNER: ssandbdauinisuhiadabensdeseneatsbbcelumaidenbianiamesteewauimebieubiueeaedlabbrenauine 
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food parcels for Madame’s friends in Europe. She 
checks on the servants in Madame’s homes in Manhat- 
tan and Greenwich, Connecticut. She arranges the 
Park Avenue apartment for magazine photographers, 
who use the palatial rooms as fashion backgrounds, 

When Madame leaves the country, Ruth shops for 
gifts Madame will take to a “vard-long” list of friends 
and relatives who await her wherever she travels. Ruth 
buys the pink bed linens and “American type” kitchen 
gadgets Madame takes for her homes in London, Paris, 
and southern France. Ruth is in charge of such per- 
sonal papers as visas and _ passports. 

Late one night when Madame was to board a Eu- 
rope-bound plane. a phone call awakened Ruth. It was 
Madame Rubinstein’s son. They were holding up the 
plane tor his mother. Where was her passport? “Look 
in the mirror pocket of her traveling case,” Ruth told 
him and rolled over to sleep. 

When Madame is abroad, there is little let-up in 
Ruth’s performance. Terse reports and_ instructions 
come every day by air mail. And Ruth sends her own 
daily reports to Madame, who never lets up, either. 
For, no matter where she is. she cannot be far froma 
Rubinstein branch, be it in England, France, Germany, 
Switzerland, Argentina, Brazil—to mention a few. 

“lve been with Madame for three and a half years,” 


Ruth sums up, “and every day there's something new.” 
] : : 


RUTH IS A SHINING EXAMPLE of a girl who, with no in- 
tention of becoming a secretary, took up typing and 
shorthand as useful “extras,” and used them excellently 
indeed when necessity came. She was graduated from 
Hunter College in New York City with a French major 
and an anthropology minor. “I learned typing and 
shorthand just for the fun of it—the most valuable fun 
I ever indulged in.” 

With her degree, Ruth set about to become an an- 
thropologist. But, at the time. all jobs were at a premi- 
um, and she put another sideline to use by becoming 
a dancing instructress. 

Later she moved to Washington, D. C., took a posi- 
tion as personal shopper for a department store and, in 
short order, worked up to assistant merchandise man- 
ager. But, in a few years, she was back in New York 
City. looking for a job. One of her friends was about to 
leave hers—secretary to Madame’s son, who handled 
Helena Rubinstein advertising. She told Ruth, “Youd 
be perfect for it.” 

Ruth delayed a week while she worked over her 
dusty shorthand manual and a borrowed typewriter. 
She discovered that week that “certain skills stay with 
you—sort of like bike riding”; and, with her speed built 
up, she interviewed for the job and landed it. 

A year later, a personnel representative told Ruth 
that Madame herself had noticed her efficiency. Would 
she care to become Madame’s secretary? 
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“I was a bit stunned,” Ruth admits. “After all. Helena 
Rubinstein has a world-wide reputation for energy Don’t 
and perfectionism that might well scare a secretary. | 
hesitated, because | knew I'd have to go some to keep tell your boss 
a up with her.” However, Ruth found herself in the ex- 
t. otically furnished office, working hand in hand with a what this SQYS.e- 
- Princess who had turned an early interest in chemistry 
rs into one of the world’s largest cosmetic businesses. S PA 
" “It took less than a week for me to fall in love with ‘yr a7 ——S * 
her,” Ruth recalls. “She has true warmth and under- 
. standing. She'll take time out of the busiest work day si 0) Cc ai nail a 
th imaginable to talk over family problems with a copy- QO A at S 
am writer. She paid for the building of a beauty salon to 
we be used as therapy in a mental hospital. She's always ) 77 EV <i 
“i charming. And what a brain!” a ae a 
Ruth apparently earned Madame’s confidence in as 
- short a time. Soon she was helping to arrange her ang —— a Cr litt ae 
_ parties, buying gifts for her friends, and taking over a 
he vast variety of business and personal details. 
ok In addition to the satisfaction of working with one 
yld of the world’s outstanding personalities, Ruth has the 
pleasure of learning from a renowned art connoisseur. Here are corben papers designed to semneve the droligary 
in “From Madame I learned to love color.” Under Mad- from preparing carbon copies. 
ons _ S orn Ruth man sagem ee Sy _— in OP ER, Oe rn eeT eT Ne 
wn ier wardrobe. She dresses rather conservatively, in hands . . . the slip-proof Miracle Tone curl-less back and 
ver suits and casual dresses. She prefers outfits. with re- smooth. flawless carbon finish put an end to smudging. 
na movable dickeys or jackets, that convert to dress wear Pane ee a ene a eee 
ny, after office hours. She has few really “dressy” clothes. super manifold quality that makes possible more clean 
She always wears a hat to work. copies ... will make a hit with your boss. 
rs Maybe it’s a paradox, but Ruth doesn't usually wear Se Se ea” PENNS any Nea eer 
Ww. a great deal of make-up. But this is not heresy: Mad- produced by an M & V ribbon in your typewriter. The 
ame Rubinstein says that health is the foremost beauty most critical boss will say he never saw neater work. 
) in- requirement. She prescribes proper diet. sufficient Tell your office supplier—or your purchasing depart- 
and sleep, fresh air, and exercise as basic ingredients for ment—that vou'd like to try M & V carbon papers and 
ntly healthful beauty ... to be followed up with the wise typewriter ribbons. Or mail the coupon today for your 
: aes free samples of M & V carbon paper. 
rom use of cosmetics for individual needs. 
ajor \ladame follows her own advice; she is a great walk- 
and er. “She's made one out of me,” says Ruth. “bv insisting MM! Carbon Pa ers 
. fun that we walk together the fifteen blocks from her apart- p 
ment to the office. The only trouble is that I can’t keep EV 
) an- up with her.” | k i Ribb 
emi- Ruth is married to Herman Weil. who is. Ruth says, and nl e | ons 
ming “very good about the strange hours my job calls tor.” 
They share an enthusiasm for bridge. good food, and 
posi- Pir hagen ion a Shine to Madame's MITTAG & VOLGER, INC. 
Park Ridge, New Jersey 
id, in culinary know-how: often she pauses in the midst of 
man- work to give Ruth a choice recipe—for beet Stroganoff, 
York perhaps, or for a rare pudding. 
yut to One evening when Herman and Ruth were driving 
ndled Madame to her apartment, Ruth asked her husband: 
Youd “Did you have a busy day?” 
“Yes, indeed,” said Herman. | 
r her Ruth said, “Good.” | ae ee Ne | 
vriter. “That depends,” said Madame slowly and thought- _ TAG VOLGER, INC. coast Ridge, New Jersey 
» with tully, “on what kind of busy. Good busy or bad busy, | Send me free sample sheets of M & V carbon paper. 
| built according to what you accomplish.” | Tusea Regular (] Noiseless) | 
Thinking back, Ruth figures: “You know. that sen- Electric J] typewriter and usually make________copies. 
Ruth tence about summarizes my life with Madame. There's j Name a 
Vould a great deal of satisfaction in being “good busy.’ With at Se ee net 
Madame, you usually are!” City. Tous State 
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TO BE A SECRETARY 
IN ADVERTISING 


(Continued from page 13) 





she can tell vou all the answers. 
“There's never a dull dav at my 
desk at the Compton Ad Agency. 
If I'm not picking up the phone, 
ushering in a steady stream of vis- 
itors, checking ad proofs. or wrap- 
ping packages—then I’m sitting at 
mv bosses’ elbow taking dictation.” 
Kavs is a pressure job, and she 
thrives on it! 


There you HAve a brief glimpse 
of some advertising secretaries’ 
routines. If yvour heart is set on 
advertising —if vou like what vou ve 
heard so far—then check yourselt 
for these qualities: 

First and toremost can you as- 
sume responsibility? When your 
employer asks you to send out a 
folder to a client, he expects it to 
be done. You can't mislav—or de- 
lav—in this fast-moving business. 

Second, is your mind geared to 
details? In any ad there’s more than 
just the clever slogan that greets 
the public eye. Research must be 
done and. statistics compiled and 
checked; long-term campaign plans 
typed and retyped as changes are 
made. Accurate copy is demanded 
in all your typing jobs. Youll learn 
to proofread and prepare copy for 
printers. In this business, especial- 
lv, you will want to have your 
steno book ready at all times to 
jot down sudden instructions and 
memos as they come up. 

Third—for those who aim to sit 
behind a mahogany desk in future 
years as a writer or executive— 
this select few need creative talent. 
Many executives pick their secre- 
taries with an eye to future copy 
writers or assistants. Janie has sev- 
eral friends who started as stenos 
and, by “learning the business,” 
moved up to junior advertising or 
editing positions. 


Wuat Is IT LIKE to share an office 
with an ad manager—an account 
exec? Because theyre brilliant idea 
men, most of them are fascinating 
to work for. Ask any of our ex- 
perts. They wouldn't dream of 
trading their jobs. Let’s look at 
the job of an ad manager, like Nil- 
ka’s boss. He has final say on all 
the exciting plans for press, radio, 
and TV 


promotions—cam™aigns 


{1S 


that run into manv thousands of 
dollars—and he suggests ideas for 
new promotions. copy. and lavouts. 
In most cases an advertising man- 
ager lets the agency put the ad 
together. The exception to the rule 
is the small company that writes 
and illustrates its own material or 
the big department store that main- 
tains a staff of writers and artists 
to turn out newspaper releases and 
mail-order booklets. 


It’s A BIT DIFFERENT in an agency. 
There youre in on the hub-bub 
that goes with the actual creation 
of the ad—from original idea to 
finished artwork. Each agency has 
on its payroll a roster of account 
executives. writers, media men (ex- 
perts on all the various advertising 
mediums—TYV, 
papers, etc. ), 
perts 


magazines, news- 
and production ex- 
(who handle details with 
printers, etc.). An account exec, 
such as Kay's boss, is the middle- 
man between the client and the 
agency. He oversees every detail 
of a client’s advertising. from the 
birth of the copy until it goes on 
TV or appears in your favorite 
magazine. He checks every bit of 
copy to see that it has the right 
sales slant, looks at each piece of 
artwork (rejects it or accepts it), 
and does special research to see 
what the public likes or doesn't. 
(At this moment. Kav is busy on 
the Gleem toothpaste account— 
Procter & Gamble’s new baby. ) 


OuR PANEL OF EXPERTS agrees that 
the 35-hour week is here to stay in 
advertising—for secretaries, that is. 
Before she married, Kay was a 
traffic assistant and had to put in 
considerable overtime. Now she 
has chosen a secretarial job, with 
more regular hours. 

Advertising presents a clothes 
problem, these girls tell us. “My 
pay check disappears when I shop 
for a suit.” Or, “Your clothes have 
to match the job.” Janie solved her 
dress dilemma by investing in a 
sewing machine. On lunch hours 
she hunts new fabrics and lingers 
over pattern catalogs. Kay, on the 
other hand. can’t sew—so she budg- 
et-shops on week ends and saves 
for one expensive suit a year. 


“WILL YOU NEED SPECIAL TRAINING 
to be an advertising assistant?” they 
were asked. Not if you have a well- 
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rounded education. thev agreed. If 
youre still in school or college. 
voure just as well off concentrating 
on English and social studies as you 
are in trving to cram in special ad- 
vertising courses. Count on = your 
secretarial skills and your perfect 
grammar to bring home the first 
pay check. Once voure in and see 
where youre going. then you can 
enroll for those specialized courses, 
Last, BUT NOT LEAST, our trio 
stressed that the kind of work you 
handle depends on the man you 
work for. Besides wanting a_per- 
fect steno, this is what he may ex- 
pect of vou: He may ask vou to 
keep a “dummy book.” type sales 
reports, answer some inquiries 
yourself, take visitors out to lunch, 
oversee his schedule of appoint- 
ments, get theater tickets for a 
client, and take over all the de- 
tails he’s too busy to handle. If 
you can do all this and more, will 
work hard, and are lucky, you'll be 
a success as an ad-mans secretary. 





Words 


(Key to teasers on page 16) 
WHATS THE ABBREVIATION? 


l. approx.; 2. bldg.; 3. B/S; 4. cwt.; 
5. Corp.; 6. Le.l; 7. mdse.; 8. mise.; 
9. Mo.; 10. Do not abbreviate. 


SOME PHONY DEFINITIONS 


Words often have more than one mean- 
ing. The tollowing. capsule definitions 
give the most common meanings. Refer 
to the dictionary for complete defini- 
tions. 1. Given freely regardless of merit; 
2. superficially fair or reasonable; 3. in 
excess of what is necessary; 4. (as an ad- 
jective) secondary—(as a noun) an auxil- 
iary; 5. an exorbitant rate of interest; 
6. pertaining to experts who calculate 
insurance risks; 7. the person appointed 
by one who makes a will, to carry out 
that will; 8. one who seeks to attain some- 
thing high; 9. to waver; 10. pertaining to 
that which remains after a part is taken. 


CHOOSE THE VERB 
1. doesn't; 2. are; 3. will; 4. has; 
5. were; 6. is; 7. were; 8. are; 9. have; 


10. has. 


WHICH COMES FIRST-—I OR E? 

l. conceited, niece, chief, believe; 
2. friend, seized, leisure, achieve; 3. for- 
eign, freight, received, pier; 4. weird, 
deceiving, weighed, height; 5. their, field, 
yields, variety. 


SPOT THE SUFFIX 


1. f; 2. d; 3. ec; 4, j; 5. h: 6. a; 7. & 
8. i; 9. b; 10. g. 





cwl.; 


nisc.; 


1ean- 
itions 
Reter 
efini- 
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n ad- 
vuxil- 
erest; 
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inted 
y out 
some- 
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has; 
have; 


‘lieve; 
3. tor- 
veird, 


field, 
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OFFICE SHOPPING CENTER 





With a Swiss Accent. The Hermes 
Manufacturers are singing the praises of 
their new Model-2000 gray portable type- 
writer. If we were in voice, we'd be sing- 
ing right along with them. The 2000 is 
a real honey in the portable field, in- 
corporating many office-machine features 
A tew of 
these unusual features: Lucite card hold- 
ers, perforate d for line drawing on stencils 


in a light seventeen pounds. 


and forms. as well as a scale graduated to 
typewritten 

automatic 
without using the release 
lifting the bail: 


margin releasc—also acts as key- 


permilt reintroduction of a 


sheet in perfect alignment; 
paper insertion 
lever or pape! dual- 
purpose 
jam release for piled-up type bars. 
Some other points of interest? There ’s 
a ratchet for finger-form 


key tops and two extra keys. And the 


half-spacing, 





price for all these star attractions in a 
beautiful portable—$103.35. Contact the 
Hermes Division, Paillard Products, Inc., 
100 Sixth Avenue, New York 13. Or ask 
vour dealer to show you one of these 
fine Swiss imports. 


A Memo for His Majesty. Usually new- 
us cold. We 
survive with the old-fashioned variety and 
that’s that. But, after new 
1954. Memindex Planning Guide, we 
would enthusiastically endorse it for giv- 


fangled memo pads leave 


secing the 


ing (or receiving 





The Planning Guide 
Memindex Company, 149 Carter Street, 
Rochester, New York, will be a blessing 
to any busy executive. There are bonus 


from the Wilson 


pages for the remainder of the year, 
“Week-in-Sight” pages for scheduling an 
entire week's activities, cash-account 
Pages, calendars for three months (on 
each page), and a scientifically planned 
Memorandum. This handsomely bound 
loose-leaf book is available at three prices: 


stamped in silver on simulated leather, at 
$3.50: deluxe editions on rich morocco or 


on pigskin at $8.50 and $13.00. 


Stability for Sale. If you’ve gone elec- 
tric (in typewriters, that is) and have a 
stand that doesn’t make your typewriter 





sit still, you should certainly look into the 
new machine stand put out by Maso Steel 


Products, 53 W. Jackson Blvd.. 


4. There's no question of slipping. tor 


Chicago 
your typewriter will be held securely in 
the cups and channels fitted on the all- 
steel top. (These cups will also fit many 
machines other than typewriters.) The 
front and back legs are continuous steel 
tubing running under the top for added 
stability. The stand is adjustable to either 
27 or 35% comes in 
baked-enamel 


inc hes and 
brown 


gray, 


green, or finish. 





RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


$1775 


PLUS TAX 





PRICE INCLUDING 
NEW TELEscopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 
tape to 20 inches. 


— 


- ’ 
n" 
, 


EYEGUIDE CONTRACTED 


2 o” | 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you o 
RITE-LINE Copyholder with the understanding you moy 
return it without charge within ten days. 


RITE-LINE CORP, '025—!5th Street, N. W. 


Washington 5, D. C. 











and OH... 


I HAVE to be late! 


EZERASE is the 25 percent cotton bond 
paper that could have saved Betty this 


kind of overtime. Ezerase is 
paper with this great advantage 


the fine 


clean 


with a pencil eraser, and no one will 


ever be able to detect the 
There’s no smudge and 
paper. Made in standard 
Onion Skin weights. 


erasure. 
no roughened 
Bond 


and 


Write us on your company letterhead for free sample 
of EZERASE and “Letters for Signature” folder. 





— 
C - * f4 Cid 


BOND * ONION SKIN + EZERASE - OPAQUE 


a nn ne enn 4 


TODAY’S SECRETARY ¢ 


MILLERS FALLS PAPER COMPANY 


Millers Falls, Massachusetts 
Please send me the FREE sample of EZERASE 
and ‘‘Letters for Signature’ folder 


Name 





Position 





Company 
Address 


City 
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Look to 


ONGHORN 


CARBONS...RIBBONS 


for 
LONG 


service 


A top-quality 
carbon in plastic 
or wGx back... 
Longborn Ribbon, 
the perfect 


quality companion. 


Send today. for your copy! 
AMCO's handsomely illustrated 
booklet about famous 


Southwestern cattle brands 


AMERICAN CARBON PAPER Meee Le oF 


at Enn Texas and Chatham. Virginia 








LADY IN DISTRESS 


(Continued from page 26) 
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no more 
Frenzied Fridays 


for "Miss Payroller’ 


UA 









Little Miss Payroller puts the 
payroll blues on the skids with 
her Mutual Payroll Book 
designed for simple, efficient 
up-to-date payroll record 
keeping. Mutual turns her pay 
days into ‘“‘hey-days.’ 


S54 WITHHOLDING TAX TABLES 


Send for your free copy today 





MUTUAL PAYROLL 
21 HOWARD ST., 
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TESsiE GOES 
SHOPPING 


(Continued from page 35) 





fine-quality rayon ribbon in blue, 


red, 


ereen, 
white, lavender, vellow, and many 
'-inch and %-inch widths. 


At one cent a vard, 


other colors Ith 
vou can really afford 
» use ribbon lavishly in gift wrapping 


' 


is well as for blouse ties, hair bows, dress 


trinunings, and decorations 


Paisley-Print Perfection. A blouse so 
pretty vou may decide to bestow it on 
voursell is this pretty paisley-printed style 
by Ship ‘n Shore. It’s easy good looks 
will make it a wardrobe mainstay. Priced 





at only $2.98, it comes in smart color 
combinations of red and gray, charcoal 
and turquoise, blue and orange, brown 
and green, charcoal and gray -all on 
white grounds. Sizes 30 to 38. At Me- 
Creery's, New York; Carson Pirie Scott, 
Chicago. 


New Look in Luggage. Perhaps you'll 
be homeward bound for Thanksgiving 
and want some new luggage. You might 
look into the new Saberly luggage made 
of Fiberglas (or suggest that Santa bring 
you a couple of matching pieces for 
Chrisimas). The new luggage is stream- 
lined in appearance, with smart, modern, 


tapered lines that make it easy to carry. 





Best of all are the virtues of the Fiber- 
glas construction, which make it about 
40 per cent lighter than conventional 
luggage without sacrificing strength. It 
is scuffproof, tearproof, and weather- 
proof; can be easily cleaned with soap 
and water or nail polish remover. And 
what wonderful colors—ivory white, and 
in soft shades of green, carnelian red, 
blue, or brown! Prices range from $21.95 


to $45. Sold at most department stores. 
52 


Sav it with Flowers. This Christmas, 
surprise someone special with a different 
remembrance. We suggest this attractive 
Lilv-of-the-Vallev flower pot. For $3.95, 
you get ten Lily-of-the-Valleyv pips plant- 
ed in a_ bronze-finish plastic container 
(top diameter, 41: inches Che tiny pips 
will bloom in 18 to 21 days, so order 


them early and have the leasure of 


I 
bringing a little “white” into someone's 
Christmas. If vou preter these as birth- 
day or anniversary gifts and = should 
place your order atter December 31, the 
pips will take a little longer to bloom 
plan on 25 to 30 davs. When spring 
comes, plant these same bulbs outdoors 
and, the tollowing vear, lovely Howers 
will blossom all over again. Address your 
order to Max Schling Seedsmen, Inc 


Dept. 725, 538 Madison Avenuc, New 
York 22, N. ¥ 


Stocking Stuffer. A cute little gift for 
a dollar is Chen Yu's whimsical Christ- 
mas tree. It holds a bottle of long-lasting 
nail lacquer and a creamy non-smear lip- 


stick in a harmonizing shade. 








Statement of the Ownership. 
Management, and Circulation 


REQUIRED BY THI ACT OF CONGRESS OF 


AUGUST 24 AS AMENDED BY THI ACTS 
OF MARCH ;‘ IND JULY 2 t Pith ) 
nited States Code, S ion 2 


Of TODAY'S SECRETARY i : 
pully a imu al Da vu Chile tu a) ober 











e} 1A 
] rhe ame and idress : 4 er editor 
ma 4 i | 
Metiraw-H Look 4 l W 
Street, New York ~. 2 Kd \ ( I 
330 West 42nd Str New York x. 2 \ 
editor Merritta iW Str N 
York 36, N. ¥ pusine manager, E. W er | 
330 West 4°?nd Stree New York 36, N.Y 
2. The owner i 
MeGraw- tli Book Compa I West id 
Street New York = = Sole 0 MieGiraw 
Hill Publishing Company, i \ Stree 
New York 36, N. Y. Stockhe rs holdi per cent or 
more of stock: ¢ is W MeC-raw lL) ild ¢ M 
Graw, Trustees for tiarold W. MeGr Curtis W. M 
Graw. and Donald ¢ MeGraw > We ! 
Street. New York 5¢ im. 4 Curtis W MeGraw nd 
Harold W. MeGraw. Trust for «atherine M. Rock 
330 W jznd Street, New York a. S Curtis W 
MeGraw 30 West 4 i Stree New Yor ‘ N 
Donald ¢ MeGraw ) West 1 Str New York 
36, N. Y Mildred W. MeGra Ma New Jersey 
W. Mehre 6 Arer = | ( 
istone & Compar o The I's Co 
and ¢ estnut Stree Philace la l’a 
The know: ) ler nortga ind other 
security holders owning or holding per ce or more 
of total amo t « ) < ritl 
are: None 
4. Paragraphs 2 and i c ise where the 
stockholder or securi older a it on the books 
0 the ol any h 4 r | lary 
relation, the name o | 0 yr for 
who h iste t eme in 
the O paragrapl ho “ ind 
belief as to the cir i io inder 
whiet stockholders a ) oO o rt 
appear upon the ooks of the company rustees, hold 
stock and t ritie 1 capaci o that of 


McGRAW-HILL BOOK COMPANY, INC 


J. A. Gerardi, Treasurer 
Sworn to and subscribed before me this 10th day of 
September, 1953. (Seal.) Elva G. Maslin 
(My Commission expires March 30, 1954.) 
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GOOD EMPLOYEE 
MORALE 


(Continued from page 21 





7. Helping her people go forward 
and not standing in their way when 
a promotion is offered. 

§. Developing the ability of her 
subordinates and welcoming their 
suggestions 

Y. Never, never giving adverse 
criticism in the presence of other 
persons 

10. Accepting responsibility tor 
her own mistakes and those in her 
department 

ll. Having her own work well 
planned. 


IN a stupy of the most common 
complaints made by office clerical 
workers, the following items were 
frequently mentioned: 

1. Having to quit in the middle 
of a job to do something else, espe- 
cially if it could wait 

2. Having to do a job over be- 
cause someone changed his mind 
about how it should have been done 

3. Having to put everything aside 
for last-minute rush jobs that could 
have been planned ahead 

4. Being told to do two or three 
things at once and not knowing 
which to do first. 

The workers who made. these 
complaints often felt lost or frus- 
trated because the supervisor did 
not seem to know the answers. The 
good supervisor does not “flit” from 
task to task; she has things care- 
fully planned. 

But how about the rush jobs, you 
sav? It is understood that occasion- 
ally we must make provisions for a 
rush job, but if everything becomes 
“rush.” then labeling a thing “rush” 
has no significance. 


IF THE SUPERVISOR is doing all the 
positive things mentioned in this 
article, then the good salary, long 
vacations, shorter hours, and other 
advantages offered will prove to be 
further reasons for good employee 
morale rather than the only rea- 
sons. Having workers on your pay- 
roll for but a few weeks or months 
becomes very costly. An employ- 
ment mistake has been estimated 
to cost as much as $500. Therefore, 
when you build good employee 
morale, you are building a firm 
foundation for your own climb to 
success. 
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ARE 


YOU MISS 


PAYROLLER, TOO? 


(Continued from page 37) 





roll work was no longer a side chore. 
In fact, it became more than a full- 
tine job. Even in small firms, Miss 
Pavroller had to have extra help, and 
the boss was feeling it in his pocket- 
book. Besides this. hundreds ot small 
business firms in such fields as furs, 
millinery, printing. dresses, trucking, 
retail markets. and countless little 
manufacturing plants did not employ 
And. although they 


did have regular monthly accounting 


a bookkeeper. 


service, there was a_ razzle-dazzle 
effort to trv to keep some order in 
the growing volume of payroll rec- 


ords. Miss Pavroller needed help! 


But, AS ALWAYS, American inventive- 
ness can be counted on when the 
The first 
light was let onto this dark problem 
in 1936 when a CPA 


mimeographed sheets to help out 


need is pressing enough, 
made some 
some of his clients. On these sheets 


he systematized the primary payroll 


deductions. Using these as a model. 
his clients were saved much burden- 
Smaller firms - still 
needed help, however—help in put- 
ting their weekly record of payroll 


some _ labor. 


details into a simple, compact, com- 
plete book. They got it! 

They got it from a new specialist 
among publishers, a publisher of 
payroll books. Yes, today there are 
books available, such as the sample 
we have illustrated from the origi- 
nators of payroll books (the New 
York firm, Mutual Payroll Books), 
that make payroll keeping—for small 
firms—easy! Once again payroll work 
becomes a side chore. Once again 
“Miss Secretary” can be asked to 
double as “Miss Payroller” and do 
both of the jobs effectively and effi- 
ciently. 

Payroll record books help the sec- 
retary of today to “be prepared.” 
And they're available at any  sta- 
tionery store. 








Pree trial offer 





examine and use the best and most economical 
type cleankeeper on the market today. Safeguard’s 
Lowston D-R-T is long lasting and there is no messy 


liquid needed—just stroke the type face and it will 


be as shiny as silver every day. 


So, act today to get one of the most wonderful 
improvements designed for typewriter users. Special 
introductory or free trial offer good until February 


1, 1954. Fill in coupon below indicating for which 


kind of typewriter it is to be used. 


Safeguard Appliance Corp 


Gentlemen, please send me D-R-T as I wish to take ad- 


vantage of (check one 


Introductory offer and send $1.00 in cash 


Free trial offer an 


Check one ROYAL. 
ALL OTHERS 
RID adil: id ieasstaaittoc-cocsuanidsaeap beacceaisibecpebaiiaa shaadioeasaceanescie anti 
RTE OE Te oe eRe aa aS eae Ee 
Address.. 


Here is your opportunity (limited time only) to 


. Lansdale, Penna. 


| 
| 
| 
| 
1 will } ; | 
i will return tool or cash within 45 days | 
| 
| 
| 
| 
| 


-_ 





THE MAGIC TYPE-CLEAN 


LINE MAGNIFIER 
Saves Eye Strain 





Enlarges fine print or Elite Type to easily 
readable size. Especially adaptable for use 
on copy-holders. Also can be used on flat 
desk work. 

Available in three sizes: 

| -inch width— 8 inches long @ $3.50 
14-inch width— 9 inches long @ 4.50 | 
14-inch width—12 inches long @ 5.50 





TABLE MODEL 


FOR FLAT COPY WORK 


Magnifies several entire lines simultaneously. 
Perfection ground convex lenses. Tilted, Rigid. 
Nickel finished frames in three sizes 
Folding pocket size 1°” by 4” @ $4.95 
Rigid Type 1%” by 6” @ 5.50 
Rigid Type 2'4” by 7” @ 8.00 
Shipped Postpaid: 30 days to rated firms. 
Write for catalogue of office specialties and 
quantity discounts. 

HERALD 
P. O. Box 1753 


SALES 
Fort Worth, Texos 





es 


ING TOOL 





$1.20 
$1.10 


SAFEGUARD 


appliance corp. 

A Subsidiary of Safeguard Corp. 

LANSDALE, PENNA. 

ek a eee = 
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Erases typing. 
Ink or pencil. 


Stays clean. 
A new point 


in a jiffy! 
i 


ee ee a 


ERASER 


BLAISDELL PENCIL CO. 
BETHAYRES, PA. 


/op 
d/ &) 


At all Stationers or write on your letterhead for Free Sample 




















“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


V@E.TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!”’ 











___ Blank Insert 
Strips 


For Titles! 











‘Am 









Accurately : ie ‘ 
Spaced | Saves 56% Typing Time 
For on Typing 1, 2 or 3 Line Titles 
Typewriter Use.” e Typing is Faster. Easier. 
‘ e Always On a Straight Line! 
| © Titles Are Neater. Cleaner! 
I seg e Ends The Need For Tedious, 
b AICO ; Fatiguing Soft Roller Work. 
Exclusive! 





; ee 
EASY | TO) CUT | To | ANY. 
re NO SOFT ROLLER REQUIRED 


A \—S 
. THAT DOES IT f/f \a 
IT’S THE SPACING ( O 


The new AICO TYPERITE TABBING has 

blank inserts spaced exactly 2 and 3 picas deep to permit 

use of the line space lever when typing titles. This ends the 

need for soft roller work when centering or positioning the 

titles on the insert strips. Just set the line space lever for 

1, 2 or 3 spaces and you breeze right through the job. 
Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
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ERASAGUARD— 
The Typist Peal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was tormerly employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes... but... 


... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 
Mfg. Co. 


Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 
doz. Enclose stamps, money order or check, please, as it 
is too expensive to bill small orders. 


Kee Lox Mfg. Co., Rochester 1, N. Y. 
Send () doz. Erasaguards Pica 
Elite 


To 
Address 
City 











Signed 
Title 








TODAY'S SECRETARY @ November, 1953 2 





TWrTTTIITILILLi ti 





GLOSSARY 


PAGE 24 


jountily ZL 


fedara A sail 
shoulder 4 77 
Corridor Cf. sag! 
silence GQ #r 
serenity dee” 
breathed lo 
Capturing ot 


¢ 


a7 


7, 


62 


exclusive 
engineering 
lawyers ‘<Q 
partnership (7 
hitch 7 
stationery *Z 
PAGE 25 
stormed »<_~ 
handkerchief O~ 
impatiently = 
tongue — 4 
sunshine 2, 
¥ 
cheerily fo 
PAGE 26 
pondered C— aad 


wr 


a 


~~) 


retreated _~ 
truthful 
hinting of 
2 


| a 


edge 
dial / 
wy © 
stalked »<—— 

af-7 
dictionary ~ ? 
ejaculated dx 
coincidence 7, 2 
“Sr 
humor oe 


nonsense 


restaurant ner 
resolute —, se 
assistant Yd 


PAGE 38 


adventurous J. ee 


standards » 
developed 
yen = 

sf 
specifying , 


dotted _— 


_ 


overseas 
assignment 3 — 
PAGE 39 
a“ 
transoceanic 
good-bys ——— 
f‘co— 


requi sitioned <> 


apartment 


housekeeper 2, 

— 
c ivilian 
employee — 
specific 


danger 


jobless f 
officials ,7 # 
commandant ee 


subway | 
compensations 
PAGE 45 % 


celebrate . 


-O 
birthday rs 


4 


toiled ~*—~ 


dingy J 
unsanitar = 
ee 
hospital oe 
benefits lit 


- 
insurance —, , 
42, 
tired 
unhappy 1,2 

é 
meager no 


commenced —~——z- 


persisted C_ ») 

overage 

per sonal ity C 
bd 

exchange 

withholding ~ 


anticipated 4 a 


unexpected 2 
an 
payroll C< 
deductions 
splendor 
comparison 
holidays 
savings y 
cafeterias 
comfortable 
borriers 
unusual +7 
thankfully </ 
td 
A 


PAGE 50 
swung 4 


emborrassed a 
stammered @ Fi 
assent 9“ 

PAGE 51 
worry als 


twinkled A ee 


sterling ~2~——* 


rejoined «+ 
, 


ruefully ag > 


o/) 
forefinoer x 


—s 


flourish 7 ev 
beloved GC 
PAGE 54 77 


uniform g5 

4 
catalogue _< 
wardrobe ayy 
blockade ( 

<9 
furious ve 7 
historic 20—~ 
sector J~— 
normal — ——~_— 
pattern P i 
glomour —~__@—-— 
homesick ¢ == 


inactive -_?) 


lecturing « Se 


vice-chancellorg/ag 


PAGE 55 
plastic CZ. 
greetings —re~7 
researched <, 


attractive J) 


popular 


— 

















TODAY'S SECRETARY @ November, 1953 





Se AS ae TO A mt a 














